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JOB AID MANUALS FOR PHASE ITI-DEVELOP OF THE INSTRUCTIONAL SYSTEMS DEVELOPMENT
MODEL

Requirement:

To develop a series of job aids for the activities identified in the
Instructional Systems Development Model (ISD, TRADOC Pamphlet 350-30).

Procedure:

series of job aids were designed and developed for each of the five
phas of the TSD model: ANALYZE, DESIGN, DEVELOP, IMPLEMENT, and CONTROL.
Each job aid is comprised of Descriptive Authoring Flowcharts and a Job Aid
Manual which provide specific guidance, examples, and references necessary to
produce the product specified by the ISD Block it covers.

A
3

Utilization:

These job aids will be used by militarv training personnel in meeting the
requirements of the ISD model. )




JOB AID MANUALS FOR PHASE ITI-DEVELOP OF THE INSTRUCTIONAL SYSTEMS DEVELOPMENT
MODEL

CONTENTS

Introduction to the Use of Job Aids and
Job Aid Resource Manual Ceerea s e sesascecnenacesans st s

Job Aid for Specifying Learning Events/Activities
ISD III.1.... . Ceeeaseesesresesae

Job Aid for Specifying Instructional Management
Plan and Delivery System ISD IT1I.2........

Job Aid for Review and Selection of Existing
Material ISD IITI.3.. ...t vrenreneennsacnnsans

Job
ISD
Job Aid for Validating Instruction

ISD IIT.5..0iuvevenannsncnans Ceeseareeane teeceesisarsesasessasns ceeesensees M-1

[PV SN

s e nma marT ieies ewm Te X B =4




INTRODUCTION TO THE USE OF

JOB AIDS AND
JOB AID RESOURCE MANUAL




What are Job Aids?
What is the Classification System Used in TRADOC Pamphlet 350-30 and
Lo o Y- X L 1

What Sources of Information Were Used in the Development of
B Y-

What Job Aids are Presently Available and What Do They Consistof? ............
What are the Main Parts of the FlowchartManual? ...................ccviuven.
What Flowchart Symbols are Used in the FlowchartManual? ....................
What Instruction is Provided Within the FiowchartSymbols? . .. .................

What is the Purpose of the Supplemental Information Provided in the
Flowchart Manual? ... .. ... ittt inetinnnnrsentssnanunsanaes

What is the Flowchart Block and Page Numbering System? ....................
How Do | Use the Job Aid Manual and What are the Main Partsofit? ............

What is the Purpose of the Partial Flowcharts at the Top of Some Pages of the
Job AldManual? .. ... .. i i i i et ettt it

What is the Purpose of the Questions Written in Script That Appear on Some
PagesoftheJob AidManual? ..........c. ittt ivnennnaianns

What is the Purpose of the Completed or Partially Completed Examples
OT WOTKSNEELS? . . ... i it iiirenr st ien e te s onesnineenanoenonns

What Does This All Mean and What Do I DO NOW? . . ... . it eiiieevenns

JOB AIDS RESOURCE MANUAL
How Can the Resource Manual Help Me? . ... ..ottt it ittt enonnnennas

What Are Some Sources of Job SignificantData? ................... i
Which Sources of Data are Included in the ResourceManual? .....................

‘CODAP

WAt S COD AP ? ... ittt ittt ittt s e ieenrtineneetennsanenscennnens
When Should CODAP Reports be Used? ... ... ...coiiiivn e vnnnsnnoneeeans
How are CODAP Reports Obtained? . ...........citirtiiiieiienernnnenenenns

vii




FIELD SURVEYS

Whatisa Formal Field Survey? ........... ..t tiitiinerroertnaseansonss 24
When Shouid Formal Field Surveysbe Used? .............cciviiiiiriirnnnnnnn. 24
How is a Field Survey Questionnaire Designed? ............... it iinrinennn, 25
What Should be Included on the Questionnaire? ... ............cciviveriernennnns 26
How isa Survey Sample Selected? ..........vvitrvvererrrorenconrannaenaas 27
How is a Questionnaire Survey Conducted? ... .........c.coiiiieninnnennen 28
PANELS
WhatisaPanal of EXperts? .....coviiiiivrrnteienneecrioranrenconnesseenns 30
WhenisaPanel Used? ........coiiiiiiiienennennneeritionsonensonsasensans 31
When are Subject Matter Experts Used? ... ...........ciioiirirritenrnnnnnann 31
When are Recent Job Incumbents and/or SupervisorsUsed? ..................... 3i
Howisa Panel Assembied? . ........ .. ittt iiiiii ittt rvansnas 31
APPENDICES
A Example of a Closed Form Questionnaire . .............cciverernnens 33
B  Administrative Procedures for Closed Form Questionnaire ............... 37
TABLES
1 Five Phases of Instructional Systems Development (ISD) ............... 2
2 ISD BlocksinEachofthe FiveISDPhases ...............ccvvivennnn. 3

3 Outcomesof ISD BIOCKS . ... viii ittt ittt eteenanenarren




! WHAT ARE JOB AIDS?

o M AR

e Job Aids are intended to be stand-alone, step-by-step procedural guides which
we hope will permit you to turn out quality instructional products quickly
and easily. We also hope that they will be equally useful to individuals at all
experience levels of the instructional systems development process.

e Job Aids are intended to address real needs. Prior to the development of the
Job Aids, instructional technology personnel (individuals like yourself) at the
U.S. Ammy Signal Center and the U.S. Army Engineer School were surveyed to
determine specific ISD needs—those areas in which they had the greatest need for
assistance and information. Emphasis was placed on satisfying these needs in the
development of the Job Aids.

e Job Aids use the same classification system for identifying the activities that E
must be performed in instructional systems development (ISD) as does
TRADOC Pamphlet 350-30 (Interservice Procedures for Instructional Systems

Development).

WHAT 1S THE CLASSIFICATION SYSTEM USED IN TRADOC i
PAMPHLET 350-30 AND JOB AIDS? :

: ¢ TRADOC Pamphlet 350-30 suggests that instructional systems development be con-
f ducted in five phases:

— Analyze

— Design

— Develop

— Implement

— Control

e For those of you who are unfamiliar with TRADOC Pamphlet 350-30 we suggest
you read the brief description of each phase of the ISD process as shown in
Table 1. In the TRADOC Pamphlet each ISD phase is divided into specific
; activities called ISD blocks. Table 2 shows these ISD blocks and Table 3 shows
* the outcome of each block.

® Job Aids cover the activities required for the first three phases of the
TRADOC Pamphlet (i.e., Analyze, Design, and Develop instructional systems).
The Aids cover each ISD block within these phases except for ISD Block 1.1,
Analyze Job.




Table 1
F FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (ISD)

! THE FIVE PHASES ARE:

Inputs, processes, and outputs in Phase | are all based on job information. An inventory of job
tasks is compiled and divided into two groups: tasks not selected for instruction and tasks
PHASE | selected for instruction. Performance standards for tasks selectsd for instruction are determined
AN ALYZE by interview Or observation at job sites and verified by subject matter experts. The anatysis of
existing course documentation is done to determine if all or portions of the analysis phase and
other phases have aiready been done by someone else foliowing the ISD guidelines. As a final
analysis phase step, the list of tasks selected for instruction is analyzed for the most suitable
instructional setting for each task.

Beginning with Phase iI, the ISD model is concerned with designing instruction using the job
DLIACE 11 analyeic information from Phase 1. The Tirst step is the conversion of each task setected for
g glat~ < s . X L R ) R
training into a terminal learning objective. Each terminal iearning objective is then analyzed to
DESIGN determine leaming objectives and learning steps necessary for mastery of the terminal learning
objective. Tests are designed to match the learning objectives. A sampie of students is tested to
insure that their entry behaviors match the level of learning analysis. Finally, a sequence of
instruction is designed for the learning objectives.

The instructional deveiopment phase begins with the classification of iearning objectives by
learning category so as to identify iearning guidelines necessary for aptimum learning to take
PHASE '" place. peurmining how instruction is to be packa_ged and presemed to the student is
accomplished through a media seiection process whict takes into account such factors as
DEVELOP learning category -and guideline, media characteristics, training setting criteria, and costs.
Instructional management plans are developed to aliocate and manage all resources for
conducting nstruction. Instructional materials are selected or developed and tried out. When
materials have been validated on the basis of empirical data obtained from groups of typical
students, the course 15 ready for impiementation.

Staff traming 1s required for the implementation of the instructional management plan and the
PHASE IV instruction. Some key personnel must be trained to be managers in the specified management
plan. The instructional statf must be trained to conduct the instruction and collect evaluative
|MPLEMENT data on all of the instructional components. At the completion of esch instructional cycle,
management staff should be able to vse the collected information to improve the instructional
system.

Evsluation and revision of instruction are carried out by personnel who preferably are neither
the instructional designers nor the managers of the course under study. The first activity
PHASE \J ({internal evaluation) is the analysis of learner performance in the course to determine instances
CONTROL of deficient or irrelevant instruction. The evaluation team then suggests solutions fpr the
problems. In the external evaluation, personnel assess job task performance on the job to
determine the actual performance of course graduates and other job incumbents. All collected
data, internal and external, can be used as cuality control on instruction and as input to any
phase of the system for revision.
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PHASE |

PHASE Il

PHASE Il

PHASE IV

PHASE V

Table 2

ISD BLOCKS IN EACH OF THE FIVE ISD PHASES

THE BLOCKS IN EACH PHASE ARE:

13
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Table 3
OUTCOMES OF 1SD BLOCKS

THE OUTCOMES OF THE BLOCKS ARE:

. alist of tasks performed in a particular job.
. alist of tasks selected for training.
. ajob performance measure for each task seiected for instruction.

. an analysis of the job analysis, task selection, and performance measure
construction for any existing instruction to determine if these courses are
usable in whote or in part

bwiv=

5. .. selection of the instructional setting for task selected for instruction.

.1... a learning objective for and a learning analysis of each task selected for
instruction.

l l .2 ... test items to measure each learning objective.
.3... atest of entry behaviors to see if the original assumptions were correct.
A .. the sequencing of all dependent tasks,

.1... the dassification of learning objectives by learning category and the
identification of appropriate learning guidelines,

.2... the media selections for instructional development and the instructional
I l l management plan for conducting the instruction.

3
1 4. .. the development of instruction for all learning objectives where existing
3 materials are not available.

. the analysis of packages of any existing instruction that meets the given
learning objectives.

5. .. field tested and revised instructional materials.

.1... documents containing information on time, space, student and instructional
|V resources, and staff trained to conduct the instruction.

.2... a completed cycle of instruction with information nseded to improve it for
the succeeding cycle.

.1... dataon instructional effectiveness.
. data on job performance in the field.

2
.3. .. instructional system revised on basis of empirical data.

iy




WHAT SOURCES OF INFORMATION WERE USED IN THE
DEVELOPMENT OF JOB AIDS?

¢ Job Aids are not just a re-hash of TRADOC Pamphlet 350-30. We use the

same classification system for ISD phases and the blocks within the phases

as does the TRADOC Pamphlet. However, the guidance and information provided
in the Job Aids come from a variety of sources, the TRADOC Pamphlet being
only one such source. We have gathered information from any. source that we
could locate. If the information was judged to be good it was included in the

Job Aids. In some instances the information in the Job Aid is based solely on the
educational technology experience of the project staff.

It is not within the scope of this Introduction to list all sources of information
examined or used in the development of the Job Aids. However, in addition
to TRADOC Pamphlet 350-30 examples of other sources of information would
include the following types:

— TRADOC Circulars
— DA Pamphlets

— Printed Guidance prepared by TRADOC Schools (e.g., U.S. Army
Signal Center)

— Army Research Institute Documents

— HumRRO publications
— Other military and civilian agencies

<oty
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WHAT JOB AIDS ARE PRESENTLY AVAILABLE AND WHAT DO
THEY CONSIST OF?

¢ There are thirteen Job Aids presently available. Each Job Aid is comprised
of two documents. A brief description of each is provided below: (A
complete description of how to use each is given on the pages that follow.)

— Descriptive Authoring Flowcharts. The Descriptive Authoring Flowcharts (usually
referred to as Flowchart Manuals) are the primary documents used in the
Job Aids. They direct the user to specific guidance, examples and references
provided in the Job Aid Manuals.

— Job _Aid Manuals. As stated above, the Job Aid Manuals provide the specific
guidance, examples and references necessary to produce the product specified
by the ISD Block they cover. In addition, each Job Aid Manual contains one
or more Worksheets to use in the development of the product.

® Another important part of the Job Aids package is of course the document
you are presently reading, Introduc.ion to the Use of Job Aids and Job
Aid Resource Manual.

® The specific Job Aids available are: (Flowchart Manual and Job Aids Manual
for each).
— Job Aid for Selecting Tasks for Training (ISD 1.2)
— Job Aid for Conducting Task Analysis (ISD 1.3)
— Job Aid for Analyzing Existing Courses (ISD 1.4)
— Job Aid for Selecting Instructional Settings (ISD 1.5)
— Job Aid for Developing Objectives (ISD II.1)
— Job Aid for Developing Tests (ISD I1.2)
— Job Aid for Describing Entry Behavior (ISD I1.3)
- Jaob Aid for Determining Sequence and Structure (ISD II.4)
— Job Aid for Specifying Learning Events and Activities (ISD II1.1)

— Job Aid for Specifying Instructional Management Plan and Deliverv
System (ISD 111.2)

— Job Aid for Review and Selection of Existing Materials (ISD 1I1.3)
— Job Aid for Developing Instruction (ISD II1.4)
— Job Aid for Validating Instruction (ISD IIL.5)




WHAT ARE THE MAIN PARTS OF THE FLOWCHART MANUAL?

e Scan through a few pages of yow Flowchart Manua!. Observe the following:

— Flowchart symbols used
— Instructions or questions within the flowchart symbols
— Supplemental information opposite most of the flowchart symbols
— Flowchart block and page numbering system

ot e e o

’ e For a complete description of each of the main parts of the Flowchart Manual
see the pages that foiow.




WHAT FLOWCHART SYMBOLS ARE USED IN THE FLOWCHART MANUAL?

o Flowchart Symbols

— Only five symbols are used in the Flowchart Manual. These symbols and the
instructions within them act as a road map to lead you step-by-step through
the process of developing your particular product. We believe that after you
have gotten used to using the Flowchart Manual you will find it a very useful
control document. The five symbols used are as follows:

Start-Stop Symbol — Indicates either the start or stop
of the activities called for in the
Flowchart Manual.

Decision Symbol  — Indicates that you must make a
decision at this point which will
determine the path that you take
thru the Flowchart Manuali.

Manual Symbol — Indicates that you are to refer to
the Job Aid Manual for specific
additional guidance or instruction
shown in the symbol.

Rectangle Symbol — Indicates an activity that must be
performed but does not require
specific additional guidance or
instruction in the Job Aid Manual.
(In some cases the user is given
the option of going to the Job
Aid Manual to see a completed
example of the activity called for
in the rectangle symbol).

Go To Symbol — Indicates a branch to some other
flowchart block. The branch will
either be to a previously encountered
block or will jump you over blocks
that can be omitted.

’
i
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WHAT INSTRUCTION IS PROVIDED WITHIN THE FLOWCHART
SYMBOLS?

o Each flowchart symbol except the Decision Symbol contains a brief statement
of the activity that you are to perform. If this activity requires the completion
of part of a Worksheet the specific part of the Worksheet will be identified
(remember, each Job Aid includes one or more Worksheets). Decision blocks
always contain a question that can be answered with a yes or no answer. The
branch you take after the decision block will depend upon your answer.
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WHAT IS THE PURPOSE OF THE SUPPLEMENTAL INFORMATION
PROVIDED IN THE FLOWCHART MANUAL?

e The supplemental information that is located beside most of the flowchart symbols
serves the following purposes:

— Provides a more complete description of the steps or activities that must be
performed in the ISD Block you are working in than does the flowchart itself.

— Refers you to specific pages within the Job Aid Manual for specific guidance,
examples and references needed for completing the activity called for in the
flowchart block. (This is associated with the Manual symbol.)

— For some flowchart blocks (rectangle symbol) examples of the completed activity
are shown in the Job Aid Manual. The supplemental information indicates the
specific page in the Job Aid Manual containing the example. However, the user
has the option of going to the Job Aid Manual to see the example. (The Manual
symbol, on the other hand, requires the user to go to the Job Aid Manual.)

— Acts as an executive summary which will allow commanders and supervisors to

obtain a picture of the activities required by the Job Aid without reading the
entire Job Aid Manual.

WHAT IS THE FLOWCHART BLOCK AND PAGE NUMBERING SYSTEM?

® The flowchart block and page numbering system is as follows:
— Flowchart blocks are numbered so that they can be easily referred to.

— The page numbers in each of the 13 Flowchart Manuals are preceded by an
identifying letter unique to a specific ISD Block. (E.g., The Flowchart Manual
pages for ISD Block 1.2 go from A-1 to A-15 whereas for ISD Block 1.3 the
Flowchart Manual pages go from B-1 to B-15.) This same page numbering system
is also used in the Job Aid Manuals.




HOW DO 1 USE THE JOB AID MANUAL AND WHAT ARE THE
MAIN PARTS OF IT?

e It is unlikely that you will need to refer to every page in the Job Aid Manual.
As previously stated, the Job Aid Manuals are used as supplements to the Flow-
chart Manuals that direct you to specific pages within the Job Aid Manuals.
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY
OF THE FLOWCHART MANUALS.

3

E ® Scan through a few pages of your Job Aid Manual. Observe the following:
— Partial flowcharts shown at the top of pages

— Questions written in script that appear on most pages

— Completed, or partially completed examples of Worksheets

WHAT 1S THE PURPOSE OF THE PARTIAL FLOWCHARTS AT THE
TOP OF SOME PAGES OF THE JOB AID MANUAL?

e When you are referred to the Job Aid Manual you will find a partial flowchart at
the top of the Job Aid Manual page. You are to remain working with the Job
Aid Manual until you come to another partial flowchart. Then return to the
Flowchart Manual.

¢ The partial flowcharts are identical to those shown in the Flowchart Manual.
They serve as an additional reminder of the activity being dealt with at the
moment.




WHAT 1S THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
THAT APPEAR ON SOME PAGES OF THE JOB AID MANUAL?

® The questions written in script are our way of telling you what follows. They
highlight such things as:

—~ The purpose of performing a certain activity

— How the activity is performed

— What sources are available for performing the activity and how good they are

— What the Worksheet looks like after the activity is performed

WHAT 1S THE PURPOSE OF THE COMPLETED OR PARTIALLY
COMPLETED EXAMPLES OF WORKSHEETS?

® As previously stated, every Job Aid Manual uses one or more Worksheets
(located -in a pocket at the back of the Manual). ‘I'he Worksheets permit you to
produce (and document) the product called for in the ISD Block.

o Whenever you are required to make an entry on a Worksheet an example of that
type of entry will be shown in the Job Aid Manual and will usually be circled so
as to make it stand out. It is hoped that these examples will give you a clear idea
of what is required on the Worksheet.




WHAT DOES THIS ALL MEAN AND WHAT D0 1 DO NOW?

s b G bt

¢ In this Introduction we have attempted to explain the following:
—What Job Aids are 'f
— The classification system (ISD Phases and Blocks) used in the Job Aids
— Sources of information used in the development of Job Aids
— Job Aids presently available
— A description of Flowchart Manuals
— A description of Job Aid Manuals
¢ If you feel that you have an adequate understanding of the above, retumn to the
Flowchart Manual now. You will be referred to specific pages in the Resource

Manual (the remainder of this document) as you need the information contained
in them. Do not attempt to read the Resource Manual now.

RETURN TO THE FLOWCHART MANUAL NOW

;
%
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JOB AIDS RESOURCE MANUAL
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HOW CAN THE RESOURCE MANUAL HELF ME?

The purpose of this resource manual is to assist you in the formation of a data-
based system for decision making in the Analysis Phase of the Instructional Systems
Development (ISD). In order to make logical and objective decisions based on conditions
and needs in the field, you must collect, organize, analyze, and document job significant
data (information). Such data includes many specifics under the broad categories of
job background data, target population data, and critical task data. The specifications
of specific data requirements and sources of this data should be part of the overall

Job Analysis Plan.

M s,




WHAT ARE SOME SOURCES OF JOB SIGNIFICANT DATA?

There are many sources of data to support a job analysis.

These sources include such things as: :
® Technical Manuals !
e Field Manuals
® Army Eegulations
® (Circulars and Phamplets
® Programs of Instruction |
¢ Soldier’s Manuals }
® Previous Task Lists
e Documentation from the Systems Engineering Era

e Reports from outside agencies, i.e., Army Research Institute, HumRRO,
and other military and civilian research organizations

e Internal Research Reports

e Tables of Organization and Equipment and Tables of Distribution and
Allowances

e Civilian Publications (technical journals and professional publications)
e Equipment Modification Work Orders

e CODAP (Comprehensive Occupational Data Analysis Programs}

o Field Surveys

o Panels of Experts

WHICH SOURCES OF DATA.ARE INCLUDED IN THE RESOURCE
MANUAL?

Each of the sources listed is useful for fulfilling specific needs in the Analysis Phase
of ISD. The Job Analysis Plan should specify exactly which items of data will be needed
and the recommended source(s) for each item. In this way all the data can be accessed and
ready for use as soon as it i5s needed. The last three sources on the list, CODAP, Field
Surveys, and Consensus Groups or Panels, are frequently cited in the Job Aids for
specific items of information. How to use these sources is the subject of this manual.

'
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WHAT IS CODAP?

To provide personnel managers and training managers with the reliable job data
needed for job and task analysis, the Deputy Chief of Staff for Personnel has selected the
occupational survey questionnaire for data collection and CODAP (Comprehensive
Occupational Data Analysis Programs) as the system for processing, reporting, and anal-
yzing this data. The combination of questionnaire and CODAP is currently being used by
all the U.S. Armed Forces to support their occupational survey and job analysis efforts.
This automated data system provides information in such areas as: duties and tasks
performed by job and duty incumbents; types of equipment, tools, and vehicles used
and maintained; special skills and knowledge which must be met by job incumbents;
quality and quantity of training received or required; physical and mental demands; and
special items pertaining to personal and job background information, work environment,
and job satisfaction.
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WHEN SHOULD CODAP REPORTS BE USED? ;

Whenever data has already been prepared by CODAP it should be used in preference
to schuol conducted surveys in order to prevent duplication of effort. CODAP has the
capability of supplying all your data needs. It is the responsibility of each Army service
school to initially provide the Army Occupational Survey Program with the input it must
have to supply your job analysis needs, and also to develop a job analysis plan which
allows sufficient time to access the necessary data.

Of particular use in job analysis are Group Summary Reports. The Job Aids
suggest that you obtain these reports for documenting such information as: tasks
performed in each duty position (ask for GPSUM6 report for your MOS), and percentage
of soldiers in the skill level performing each task (ask for GPSUM 2).* Given sufficient
lead time CODAP can also make up special reports to provide ratings on task selection
factors such as, time to train C.'E, consequences of inadequate performance, and proba-
bility of emergency performance i3sk for FACSUM report).

R

i. HOW ARE CODAP REPORTS OBTAINED? ‘

In order to obtain CODAP data you should first check with your supervisor to see if
the information you need has already been accessed. If it has not, write to:

Commander

US Army Military Personnel Center
ATTN: DAPC-MSP-D

2641 Eisenhower Avenue
Alexandria, VA 22311

or call: 3
325-9272/9493 (AUTOVON 221-9272/9493).

Allow at least three weeks for the reports to arrive at your school. The necessary
lead time could be much longer if you are requesting special information which CODAP
has not yet collected. It is recommended that you obtain the two official guides from
MILPERCEN: the US Army Military Occupational Data Bank, and the US Army Occupa-
tional Survey Program.

*Keep in mind that these percentages are based on the peacetime conditions in which soldiers are
presently being surveyed. Adjustments should be made for combat tasks. J i
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FIELD SURVEYS ]
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WHAT 1S A FORMAL FIELD SURVEY? .o

A formal field survey is similar to the type of questionnaire survey conducted by
the Army Occupational Survey Program, only it is conducted by instructional development
personnel within an Army service school.

The use of questionnaires permits the job analysis team to make limited contact with : 1
large numbers of personnel; thus large amounts of information can be collected at a reia- f 1
tively low cost. Quesiionnaires can be mailed to personnel who are asked to complete ! ‘
and returmn them, or they can be administered to groups of job incumbents and/or super-
visors by local personnel who have the responsibility and authority to make sure all
questionnaires are completed and returned.

WHEN SHOULD FORMAL FIELD SURVEYS BE USED?

Whenever time does not allow you to access information from the Army Occupa- 1
tional Survey Program, an alternate data collection method may be used. Formal field . ;
surveys are suggested as an alternate data source in the ISD Job Aids. Should you decide
to conduct a formal field survey be sure to obtain permission from MILPERCEN in
accordance with the guidelines in AR 600-46.




HOW 1S A FIELD SURVEY QUESTIONNAIRE DESIGNED?

e Types of Questionnaires

There are two types of questionnaires, the closed form and the open form. We
suggest using the closed form, which contains a list of possible items to be selected or
blanks to be filled in with words or numbers. (For an example of a ciosed form ques-
tionnaire, see Appendix A.) This form has several advantages over the other alternative,
the open form. It is likely to take a minimum amount of time to fill out, thus increasing
the chances that it will be completed and returned. The process of tabulating and sum-

marizing responses is simpler and less time consuming than with an open form questionnaire.

Machine tabulation and computer analysis of the completed forms are practical when a
large number of questionnaires is used.

A properly designed closed form questionnaire is difficult to prepare. The designer
must be sure to include all possible responses expected from any of the soldiers who
will complete the questionnaire. The items must be constructed on the form so that
they clearly communicate to the user exactly what the designer is trying to ask. The
greatest single problem with research methods is improperly worded questionnaires, as they

produce faulty data. If you intend to design your own questionnaires we suggest consult-
ing the following guides:

Morsh, J.E. and Archer, W.B. Procedural guide for conducting occupational
surveys in the United States Air Force (PRL-TR-67-11). Lackland Air
Force Base, Texas: Personnel Research Laboratory, Aerospace Medical
Division, Air Force Systems Command, September 1967.

Jacobs, T.O. Developing questionnaire items: how to do it well. Human

Resources Research Organization (HumRRO), 300 North Washington Street,
Alexandria, Virginia 22314.
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WHAT SHOULD BE INCLUDED ON THE QUESTIONNAIRE?

The details of the forms you use will be determined by:
1. how you will tabulate and summarize the results, and
2. what information you wish to collect.

How you will tabulate and summarize results will be determined by whether you
have available a computer and other automated data handling equipment and by the
number of people surveyed. To determine what information you wish to collect, you
shouid consider the total data requirement for the training development process. These
data requirements should be predetermined in the job analysis plan so that as much infor-
mation as possibie can be obtained in a single questionnaire survey effort.

One note of caution about the design of your questionnaire is that you should keep
the questionnaire as short as practical. In general, the forms should be designed so they
can be completed in two hours or less. One way you can save time on a complex
task inventory is to list all tasks under their appropriate duty position title. This
will permit the soldier to rapidly scan groups of tasks not performed and then pro-
ceed to the next duty position.

WHAT TYPE OF INSTRUCTIONS FOR COMPLETING AND
ADMINISTERING THE QUESTIONNAIRES SHOULD BE PREPARED?

After the formal field survey questionnaires have been written, the instructions for
complieting and administering the questionnaires should be prepared. These instructions
should include:

o For the user ~ an introduction explaining the purpose and
importance of participating in the field survey.

— general instructions explaining how the questionnaire
is to be completed.

e For the project officer — general instructions regarding responsibilities.

(When questionnaire is — specific instructions for administering the ques-
not seif-administered) tionnaire in a controlled environment.

For examples of these types of instructions, see Appendix B.
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HOW 1S A SURVEY SAMPLE SELECTED?

You are now ready to select organizations and individuals to provide you with the

; needed job data. The complexity of the MOS, the availability and quality of published

! sources of job information, and the number of people in the particular job will determine
1 how much and what kinds of information you need to collect. This will strongly
influence the make-up and size of your sample. If the complexity and amount of required
data are great, the number of organizations and individuals interviewed will increase. As
a general rule, your survey sample should be as large as possible. This is particularly true
1 if you do not have personnel available with the responsibility and authority to assure that
’ most of your questionnaires will be completed. You should make an attempt to obtain a
sample that represents the distribution of individuals in the MOS according to command
and skill level. Review of personnel records, either by personnel employees, members of
your job analysis team, or your field representatives who will conduct the survey will be
required to obtain data upon which to base choices for your survey.

¢ In selecting UNITS for sampling, you should select units that:

1. have at least a small number of job holders and supervisors who do the
particular job to be analyzed. Preferably, you should choose some units
that have a relatively small number of job holders, and some that have
large numbers.

2. are geographically and environmentally representative,
f o In selecting INDIVIDUALS within the units, you should select a group made up
of individuals who:
1. perform and supervise the job being analyzed
2. perform with average satisfactory proficiency

3. are representative in terms of length of time on the job
4. are representative in terms of training.

For certain types of information you will also want to choose at least a few job holders or
supervisors who are acknowledged experts at the job.
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HOW 1S A QUESTIONNAIRE SURVEY CONDUCTED?

e Trial Run (Validation of Instruments)

Before sending out the total number of questionnaires you intend using, you may
wish to send out a small number. This will permit you to check the initial results and
possibly make some changes in your questionnaires or instructions. Then you will send
out what you hope will be the total number of guestionnaires required.

o Group Administration

The ideal way to administer questionnaires is group administration. Where the
local responsible official and his assistants schedule the administration he should do
the following:

- Make certain that only eligible individuals are seated in the administration area
— Read the administrative instructions
— Provide any necessary assistance in completing the questionnaires

— Return the completed questionnaires to the school

e Individual Administration

Often, particularly with individuals at remote stations, group administration is
impractical. In these cases, it is sometimes effective to send the questionnaires to a
responsible officer and request that they be returned by a reasonable suspense date.
Careful attention should be paid to the instructions for administration or self-
administration. If your command has no authority to require that a suspense date
be met, then you must either obtain the concurrence of a command with that
authority, or be willing to accept a reduced percentage return.

e Return of Questionnaires

How much confidence can you have in the validity of your questionnaire if you
get less than a 100 percent return? Less and less confidence can be expected with each
reduction in the percentage returned. What can you do if you are not satisfied with the
percentage of returns of the questionnaires? We suggest you try the following:

1) Send out more forms to different people and hope for better results.

2) Recontact some of the first sample and try to encourage them to return
the questionnaires.

3) Visit a random sample of those who did not respond and compare their
forced responses with the voluntary responses. Then you and your super-
visors will have to decide how much chance you are willing to take that
the data you have received presents a sufficiently accurate picture of the
job as it really exists,
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WHAT 1S A PANEL OF EXPERTS?

With this method a group of personnel, selected for their experience and knowledge
of the job, is brought together to confer about the required job analysis data. Panels may
be made up of one or more of the following types of members:

1

2)

3)

Subject Matter Experts (SMEs)

These are personnel found at your school who are acknowledged experts
in the tasks, duty positions or MOS you are analyzing. They may be
found among instructors or ISD personnel who hold the MOS. SMEs
may or may not have had recent field experience.

Job Incumbents

This group includes those who are presently holding the jobs/performing
the tasks/ you are interested in, or who have recently held the jobs. The
more recent the better. More than three years away from the field would
disqualify a potential panel member.

Job Supervisors

This group includes those who are presently or have recently (within the
past three years) supervised soldiers in the jobs/tasks you are interested in.

Job incumbents and job supervisors may be found on the post where your school is
Jocated or at other locations. Check the TOEs and TOAs to find out where personnel
may be assigned. While personnel assigned to your post are most conveniently assembled,
they may not be completely representative of job incumbents/sup=rvisors serving in other
locations. Also, they probably have been heavily burdened by school surveys, paneis, etc.,
already due to their proximity to the school. Therefore, personnel from other locations
may have to be used.

[




WHEN IS A PANEL USED?

Panels of experts are a good alternate data source when:
— CODATP is not available
— time and funds are inadequate for conducting a field survey
— the type of information required can be reliably provided by a small group

WHEN ARE SUBJECT MATTER EXPERTS USED?

With this method, a group of highly experienced personnel is brought together to
record and organize the required job analysis data. This method is particularly useful in
collecting job data on new jobs or on managerial and supervisory jobs where many of
the most critical behaviors are not directly observable. Since the members of a panel] of
SMEs are experts in the MOS being analyzed, their collective effort should be decisions
about the requirements of the job. In general, their greatest effectiveness is in evaluating
and making decisions about job data that have been collected from other sources by
other means.

WHEN ARE RECENT JOB INCUMBENTS AND/OR SUPERVISORS USED?

With this method, a group of job incumbents, job supervisors, or a combination of
these, is brought together to provide information about their jobs. The primary function
of this type of panel is to provide information about their jobs, not to make decisions.
Another name for this type of panel is Consensus Group.

HOW 1S A PANEL ASSEMBLED?

The panel is a relatively inexpensive and easy approach to collecting data. Three to
seven persons is the number recommended to make up the panel. Whenever possible, you
want panel members to be representative of different locations and types of units in the
field. While many experts may be available within your school it is critical that their
views be balanced by those of persons serving presently or recently in the field. If all of
the panel members come from schools, there may be a tendency for the outcome to reflect
what exists in training rather than what actually exists on the job. *
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Appendix A
EXAMPLE OF A CLOSED FORM QUESTIONNAIRE




JOB INVENTORY
(DUTY TASK LIST)

1. Check tasks you perform now (%

2. Add any 1asks you do now which are not listed

3. In the “Time Soent” column. rate chacked (‘W) tasks on time spent in your present job
Time Spent Scale

1 - VERY MUCH 8ELOW AVERAGE a4 ABOUT AVERAGE 7 - VERY MUCH ABOVE
2 - BELOW AVERAGE 5 - SLIGHTLY ABOVE AVERAGE AVERAGE
1 - SLIGHTLY BELOW AVERAGE 6 - ABOVE AVERAGE

7

CHECK 1F } TIME SPENT

C. FITTING AND MAINTAINING LIFE RAFTS AND PRESERVERS B:EN:E:"{ DT:SGK‘::SSE

J08 PRESENT JOB

1. Clean lite pressrvers

2. Ciean life refrs

3. Condemn non-reperabie lite rafts or lifs pressrvers

4. Fit lite pressrvers

S. Inpect lifs pressrvens

8. (mpect life raft scceesoriss

7. inmpeet lite retey

8. lnmect or waight test carbon dioxide (CO7) Cylindens or cartridges

9. Moka ontriss on o¢ review Life Prosscver Daa torme (AF YO Form 488)

10. Meke ormtrigs on Or review Life Premrver inmpection Data Record forme (AFTO Form 338}

11, Meke antriss on or review Lifte Aaft Inepection Record forms (AFTO Form 337)

12. Mahe entries on or review User Cortificanon Label 1orme (AFTO Foem 27)

13. Pack lite praarvery

4. Pack lite reft snomsory contamers

18. Pack lite refty

18. Perform funczions! vests of lite pressrvers

17. Perform functions! wes of life reftn

18. Partorm infigtion tasts of it pressrvers

19. Perform wmiigron wms of lite retey

20. Porform minor repeers 10 e Pressrvers mach s paRching rips. tsers, or hoies

{Continued next page!




APSC

JOB INVENTORY .

(DUTY TASK LIST) sxomzN0 Poe 8 of 4 Pogm
1 Check tasks you perform now (%
2. Add any tasks you o now which are not Listed
3. In tie "T:me Spent’ column_ rate checked { ) tasks ON LiMe IPENT 1IN YOI praianit jC5.

Time Spent Scale

1 - VERY MUCH BELOW AVERAGE 4 - ABOUT AVERAGE 7 - VERY MUCH ABOVE
2 - BELOW AVERAGE % - SLIGHTLY ABOVE AVERAGE AVERAGE
3 - SLIGHTLY BELOW AVERAGE 6 - ABOVE AVERAGE

C. FITTING AND MAINTAINING LIFE RAFTS AND PRESEAVERS (CONTINVED)

CHECK IF | TIME SPENT
DONE IN | DOING THESE
PRESENT TASKS IN

J08 PRESENT JOB

21. Retilt CO7 cylinders

«Q
2. Send lite ratt om cvhi 10 other jes for tost, refill, or inepection «Q
23. Store life rafts o7 lite pressrvens L

IF A TASK THAT YOU PERFORM iS NOT LISTED ANYWHERE IN THE ENTIRE LIST,
WRITE IT IN THE BLANK SPACES BELOW.
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Appendix B

ADMINISTRATIVE PROCEDURES
FOR
CLOSED FORM QUESTIONNAIRE

Introduction (for user of questionnaire)
General Instructions (for user of questionnaire)
General Instructions (for project officer)

W bh =

Specific Instructions for Administering Questionnaire
(for project officer whien questionnaire is administered
in a controlled environment.
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TO: USER OF QUESTIONNAIRE

INTRODUCTION

TO THE NONCOMMISSIONED OFFICER:

This questionnaire is part of a field survey designed to identify tasks for military
police training. Its specific purpose is to obtain from you, the Noncommissioned Officer,
information on task criticality and frequency of performance. Feedback gained from
this questionnaire will play a major part in redesigning the Noncommissioned Officer
Advanced Education System. The ultimate goal is to design training so that it reflects
what we have learned from you in the field. This goal is possible only with your full
cooperation. Consider each task listed in this questionnaire carefully and give your best
response. Your contribution is essential to a successful survey.




TO: USER OF QUESTIONNAIRE

GENERAL INSTRUCTIONS

1. Complete this survey questionnaire within the time specified by your unit project
officer and return it to him upon completion.

2. Because instructions for completing each part of this survey questionnaire are
different, read all instructions carefully.

3. Part II requires that you supply biographical information. This information will be
used to correlate feedback received from the field. Print all answers in the spaces
provided on the appropriate survey questionnaire page.

4. In the upper right corner of each page of Part III, Task Inventory, of this survey
questionnaire is 2a BOOKLET NUMBER block. Immediately to the left of this
block is the individual booklet number. Print the individual booklet number in the
BOOKLET NUMBER block on each page of the Task Inventory as demonstrated in

the exampie.
EXAMPLE:
BOOKLET NUMBER
0o 1 2 W 4 5 6 7 8 9
(000345) 0o 1 2 3 @ s 6 7 8 9
o 1 2 3 a @ 6 71 8 9

5. Part III, Task Inventory, is divided into nine (9) separate sections (Sections I-IX).
The content of these sections concerns tasks you may perform in your present duty
assignment. You are asked to rate each task in accordance with three criteria -
frequency of task performance, immediacy of task performance, and importance of
task to mission success.

Base all selections on your experience in your present duty assignment.

a. Column A requires that you rate how often you perform each task on a scale
from one to four. The criterion for this rating is the frequency of task per-
formance. Those tasks performed most frequently will normally be rated four
while those tasks not performed at all will be rated one.
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b. Column B requires that you determine how soon you must be capable of per-
forming each task after reporting to your present duty assignment. The cri-
terion for this rating is the immediacy of task performance. Of the four
possible responses, select the one most nearly describing your requirements.
Select response number four for those tasks which you must be capable of
performing immediately upon reporting for duty. Select response number one
for those tasks which you never perform.

¢. Column C requires that you describe, in your opinion, how important each
task is to mission success. The criterion for this rating is the importance of
the task to the accomplishment of the unit mission. Those tasks that, in
your opinion, are most important to mission success will be rated four while
those tasks that you consider least important will be rated one.

6.  After selecting, enter your responses for each task, using either a pen or pencil, in
the answer portion adjacent to the appropriate task statement as demonstrated in
the example.

EXAMPLE: The task PREPARE CORRESPONDENCE, if rated as performed
FREQUENTLY in Column A, identified as must be capable of performing
IMMEDIATELY in Column B, and determined by you to be MOST
IMPORTANT in Column C, would be entered in the answer portion, as
shown below.

PREPARECORRESPONDENCE 1 2 3 4 1 2 3 4 1 2 ‘j 4

7. After each section of Part III, Task Inventory, is a Write-In Section. These write-in
sections are provided in order that you may comment on each task inventory section,
or list any task(s) you think should be included in the Task Inventory. These sections

also allow you to comment on those tasks that you find are the most difficult for
you to perform.
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TO: PROJECT OFFICER

GENERAL INSTRUCTIONS FOR PROJECT OFFICER

1. General. The Military Police School is currently involved in redesigning basic
military police training to produce military policemen better equipped to perform
when they reach the unit. The emphasis is toward training replacements in tasks
actually being performed in the field. The questionnaires in this packet are designed
to identify those tasks.

| The care with which you, the project officer, administer the questionnaires will
i determine the accuracy of field feedback and, consequently, the success or failure
i of this project.

2. Survey Packet Contents.

a.  Questionnaire
b. Supervisor Questionnaire
Project Officer Instructions
d. Answer Sheets for Questionnaire

e. Pencils for use cn answer sheets.

ﬂ 3. Responsibilities.

a. Unit Commander. The unit commander is requested to appoint a project officer
and to monitor administration of the survey.

F b.  Project Officer. The project officer is responsible for the control and handling 1
‘ of questionnaires, for the administration of the questionnaires, and for returning '
completed and unused questionnaires to the Military Police School.

c. Questionnaire Administrator. The project officer may appoint someone to
administer the questionnaire, if necessary. Normally, however, it is recom-
mended that the project officer administer the questionnaire himself.

4. About the Questionnaires.

a. Questionnaire. This questionnaire is Cesigned to identify tasks being performed
by military policemen in the field and the frequency with which each task
is performed.

b. Supervisor Questionnaire. The supervisor questionnaire is programmed to pro-
vide feedback on task criticality, probability of deficient performance, and the
frequency with which each task is performed.




Who Takes The Questionnaire. The project officer is responsible for selecting
individuals to take the questionnaires (respondents) within their units. Those
selected must meet the requirements listed below:

a. The questionnaire respondent must:
(1) Be in an M.P. duty assignment (actually performing M.P. duties)
(2) Have been on the job at least 90 days

b. The respondent to the Supervisor Questionnaire must:
(1) Command or supervise M.P. personnel

{(2) Have been in a command or supervisory position in the unit for 90 days.
(Assign questionnaires proportionately among officers and NCO’s.) .

Questionnaire Administration.

a. Questionnaire. The questionnaire will be administered in a controlled environ-
ment. Persons participating in the survey will be allowed two hours to complete
the questionnaire and will turn the guestionnaire and answer sheets in to the
questionnaire administrator prior to leaving the survey area. Individual question-
naires and their accompanying answer sheets will be kept together.

See attached item for the procedure to be followed in administering the
questionnaire.

b. Supervisor Questionnaire. Supervisors selected as respondents for this ques-
tionnaire will be allowed to sign for the questionnaire and take it with them.
They will complete the questionnaire and return it to the project officer within
a time frame he specifies. This time frame must be compatible with the
suspense date to the Military Police School.

Questionnaire Handling. Questionnaires and answer sheets become FOR OFFICIAL
USE ONLY when completed. For ease of accounting, each questionnaire and its
accompanying answer sheets are numbered. All questionnaires must be returned to
the Military Police School whether they are used or not. Instructions for returning
the questionnaires to the Military Police School are contained in the basic letter.

If you have any problems or questions, contact (NOTE: Give name or names,
address, and telephone number).
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TO: PROJECT OFFICER ADMINISTERING QUESTIONNAIRE IN A CONTROLLED
ENVIRONMENT

ADMINISTERING THE QUESTIONNAIRE

A-1. Preparation. A classroom or training room equipped with desks will provide the
most ideal site for administering the questionnaire. Questionnaires, answer sheets,
and two electrographic pencils should be issued to participants after everyone who
is to take the questionnaire has arrived. This ensures that everyone starts together.

A-2. Instructions. The questionnaire administrator will present the following instructions.

a. “Is there anyone here who is not working in an M.P. duty position? Is there
anyone here who has not been assigned to their present duties at least 90 days?
If so, please leave at this time.”

b. “Will everyone at this time please read the first page in the questionnaire which
has been issued to you.”

{Note to the administrator: It must be emphasized that your enthusiasm for
this project or lack of it will be contagious. It is important that you demon-
strate a positive attitude to the participants. Allow time for the first page to
be read and underline the importance of the questionnaire with the following
statement.)

“I would like to stress the importance of this questionnaire. The Military
Police School wants to design training to fit the job in the field. You are
the only people who can tell them what they need to know. Please think
through each question and give your best answers.”

c. “Turn to Part 1, Biographical Information, and answer questions 1-13.
When you have finished, lay your pencil on the desk so I will know when
to proceed to the next step.”

d. “Now read the instructions found in Part I1.”

(Note to the administrator: Allow reasonable time for everyone to finish before
moving to the next step.)

‘“Are there any questions?”

e. ‘“As you read in the instructions, there are nine answer sheets accompanying
your questionnaire. Take the answer sheets and number them one through
nine to correspond to the first nine sections in Part III of the questionnaire.
If you do not have nine answer sheets, raise your hand—I have extra ones.

] Use a separate answer sheet for each section. Answer only the number of

‘ questions listed in each and move to the next section and answer sheet. It

is not necessary to write your name, rank, the date, or course at the top

of the answer sheet. Also, disregard the blocks marked score, grade, extra

points. and social security number.”
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“Because of the size of this survey, these answer sheets will be read by
machine. You must use the special pencils provided so that the machine can
read the answers. When marking your answer, take care to fill the vertical
rectangle outlining the letter as shown by the example on page 4 of the
instructions. Also, please be sure not to make any stray marks on the
answer sheets. Finally, do not foid the answer sheets.”

“All answers must be based on your experience in this your present unit. Do
not call on experience in previous units. This means that if you do not per-
form a particular task in your present unit, you must mark ‘do not perform
this task’ on your answer sheet.”

“You may begin answering Part III. Remember Section ten, the written
s2ction. When you finish answering all questions, insert your answer
sheets into the questionnaire and tum them in to me. You may leave
when you are finished. Are there any questions?”

Conclusion. After everyone has taken the questionnaire, ensure that all ques-
tionnaires and answer sheets are accounted for. Collect the pencils provided so
that they may be retumned to the Military Police School along with the question-
naires and answer sheets.
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JOB AID FOR
SPECIFYING LEARNING EVENTS/ACTIVITIES

I1SD 1111

Manual

This is the 9th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD III.1 Specify Leaming Events/
Activities.”” The flowchart document will direct you to specific guidance, examples,
and references provided in this volume. If you do not have the primary flowchart
document, request it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, ‘‘he/she,”” the terms,
“he,’”” “"him,”” and “his,”" as well as “‘men,’” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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I1SD 111.1 Specifying Learning Events/Activities

®» Thisnteoduction provides the user with
wnstrugtion on the basic structure of the
Jub Adds and Guidance tor ther use

Have

You Read the

Introduction 1o the Use

of Job Aids
»

® Refer to Introduttion

Entroduction to the Use
of Job Aids

IS O

to block 3
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from blocks 1 and 2

Have

You Used

This Job Aid

Betore
2

® Overview tludes
Objectives

Purpose

Product

Mayor steps in pracess
Worksheets used

Want

To See An

Overview of This

Job Aud
4

Overview of Learning @ For detaied overview, see betow

Activities Job Ad

to block 6

What 44 the Leanning Activities Job Ald AL About?
e OBJECTIVE
1. Given a list of tasks selected for training, and a list of learning objectives
for the task elements/enabling skills and knowledges for each task select the
most appropriate learning activities for training the learning objectives.
2. Given an appropriate worksheet (Learning Activities Recording Sheet), and

instructions on how to fill it out correctly, fill out a worksheet for each
critical task.

¢ PURPOSE

The purpose of this job aid is to help you select appropriate learning events and
activities for training sessions in which critical tasks will be taught, Learning
research has identified learning activities and conditions which are essential for
teaching different kinds of learning objectives. In this job aid, you will learn 1
what those activities and conditions are.

e PRODUCT ]

This Job Aid will result in a listing of leamning activities for teaching the learning
objectives for each critical task. ]




o DESCRIPTIVE FLOWCHART

The flowchart on pages 1-43 thru 1-44 shows the major steps in the use of the
Job Aid for specifying Learning Activities for all learning objectives in critical
tasks. The flowchart will be useful to you in getting a clear picture of the over-
all process used in this job aid. A more completely described flowchart is pro-
vided in Job Aids: Descriptive Authoring Flowcharts.

OVERVIEW OF MAJOR STEPS IN SPECIFYING LEARNING ACTIVITIES

The following major steps are performed for each critical task element/enabling
skills and knowledges that is to be included in training: (i.e., those for which
there is a Learning Objective.)

Step 1. The learning category (Mental, Physical, or Attitudinal) is identified
and recorded for each Learning Objective.

Step 2. The learning subcategory is identified and recorded for each Learning
Objective,

Step 3. Based on the learning category and subcategory, appropriate learning
activities for teaching each Learning Objective are specified and
recorded.

e WORKSHEET USED

— The Table on the next page shows a sample of a completed Learning Activities
Recording Sheet (LAR).

T&«;m—;ﬁ,u -




EXAMPLE:

ISD 111.] Specily Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

(LAR Sheet)

SECTION )

Course

Name Ottce Symbos

cigatian

Sk

MOS/Skoll vevel 9poL _ _

SECTION )

EETIAES B |

Cearning Objective
(Action Statement Only)
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& Listub o tab 1asks and assnt w0 Terminal
Learning Objectrves and [-ur: ; (ipPetives
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Develup Objectives
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‘ Preparing Cuncal Tash
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|
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TLOs o0 L0 ® It Learning Obrect:ves are not available for
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. Authgting Flywcharts 1SO 11 1 Develop
| 7 (ibjectives
:__,, P - « When Learaing Objectives have beer ubtained
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fro block 8

9

- 4 ~
‘ Obaant First: Next ® Learning Objectives 10t each crifical task ane classified by learning category and
] Lrarrung Achvities sub Lategury  Apptopriate learning actwibies afe then specthied tor each Learning

Hecarding Sheet Otective  The tearning Activinies Recns < ng Sheets {LAR] gre used tu record
' {LAR Sheet} these data
iL ® For quidance in ottaming LAR Sheets. see below

to block 10 E

Where do T get Learning Activities Recording Sheets [LAR)?

® A Learning Activities Recording Sheet (LAR) is available for duplication in
the pocket at the end of this manual,

® To see a sample of a completed LAR Sheet refer to page 1-6.




from block 9
i
10 1
Cumplete Section | ot r

i LAR Sheet
]
b

L —

I
1] L o
Complete Secton il ot _|
LAR Sheet

o Example

See below

o Intgrmation requiced s Section | of the L AR Sheet s
Ksme Gttice Symbal
Dste
| Course under development
| MOS: 5k Leved

& Intgimatiun requiced 16 Secton [l of the LAR Sheet
Task tD No

Termmnal Lestrung Obgectve (Action Statement Oolyt

® Example

to block 12

See below

What Does

ISD II1.1 Specify Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

the Learning Activities Recording Sheet (LAR)
Look Like When Section 1 and 11 Have Been Completed?

EXAMPLE:

{LAR Sheet)
= —
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from block 11

Identity Record Fust/ l » The action statement for each learning vLjective associated with the critical tash

Next Learning Objective

s recorded on the LAR Sheet
(L%o'l‘ Skﬁeslﬁ“u" n \ o For lurther guidance. see below
. —N-T’——x |
to block 13

How do T Identify and Record the Finst/Next Learnding

Objective

(LO) fon This Critical Task?

This block represents the first step in the completion of Section III of this LAR
Sheet. Perform the following:

(1)
(2)
(3)

Examine the LOs associated with this critical task.

Identify the first/next LO.

In Column A of the LAR Sheet, record only the action statement for
the first/next LO.

What Does the LAR Sheet Look Like Aften the Finst/Next
Learning Objective Action Statement Has Been Reconded?
EXAMPLE:
ISD 1111 Specify Learning Events/Activities
LEARNING ACTIVITIES RECORDING SHEET
{LAR Sheet)
su;;:m ] — —

1-10




from block 12

13

" Da
" You Know
o~ the Charactenstics
~._of the Three Learing

;\\Caleg:mzs/

~.

#® The thiee learmng categunies are
Mentat
Physiea
Atttudinal

N

1 Yes

|
I

"

T Charactensuics ot @ To determne the charactenstics of each uf

) Learning Caleguries the Three tearinng Calegores, see belaw

L L

to block 15

What are the Characteristics o4 the Three Learning Categories?

All Learning Objectives fall into one of three learning categories—MENTAL, PHY-
SICAL, or ATTITUDINAL. The characteristics of each of these categories are:

MENTAL:

PHYSICAL:

ATTUDINAL:

The learning required for learning objectives categorized as
“mental” is mainly intellectual, involving the mind. Learning
how to make decisions, memorizing of information, are exam-
ples of chiefly mental learning tasks.

Learning of objectives categorized as ‘‘physical” involves much
use of parts of the body for accomplishment. Mental processes
are always involved, but the emphasis is on skiil in use of the
body. Learning to use a tool or to play a sport are examples
of learning tasks which would be classified as physical.

Typically, learning objectives categorized as “attitudinal”
involve learning to choose to perform one type of behavior
instead of another, less-desirable kind. Learning to obey orders,
or to observe safety regulations are learning tasks that would
fall into the attitudinal category.

ol



from block 14

Deternune/ Record I ® One of the loHuwing three learmng categories 1s recorded in Coi. B of the

Lasrmung Caregory LAR Sheet

(Col. B, Sectian 1N, - MENTAL

LAR Sheet] PHYSICAL

- ATTITUDINAL

@ For tusther guidance in determining and recording appeopriate learning
calegory, see below.

to block 16

How do 1 Determine the Learning Category That Should be
Assigned to This Learning Objective?

e Assign the learning objective to one of the following three learning categories: 3

— Mental
— Physical
— Attitudinal

® The learning category may already be available as output from previous ISD 1
blocks (e.g., ISD I1.1 Develop Objectives). If so, review the previously assigned
learning category to be certain that it is correct. If you disagree with the cate-
gory already assigned be certain that you coordinate with the individual(s) who
made the initial category assignment. Together you should be able to arrive
at the appropriate learning category for this objective. ﬂ

¢ If you need assistance in determining the appropriate learning category to assign,
refer to Manual, page 1-11.

How and Where do 1 Recond the Leanning Category fon
This Leanning Objective?
® The learning category is recorded in Column B, Section III of the LAR Sheet
opposite the action statement of the learning objective.




What Does the LAR Sheet Look Like Aften the Appropriate

Learning Categorny Has Been Reconrded?

EXAMPLE:

ISD 1111 Specity Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

(LAR Sheet)
SECTION |
Name/Office Symbos __ SEt_Kubert A, Fisher  (ITAIY . o o Date 11715
Course Land Ravigation Skills _ MOS Skett Levet ORTEN I
SECTION 1}
Task 10 No _ 171-11a-0ta
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Appropriate Learng Actyities

oL —m e —— ]

netrataen by the anstrnetor o the tollawing
The e hest positien

stips bor detersing
N comha o
Vb adentstaoatien ot

AeXt pos it o
! thyCollecraen of rciovamt data on tertaam, Jdistan.e,

teaen tevded == nogoe ot

| ity o

o ndentity ateen oty Teant L alternative taeld

Tiar o appresser snper, vt

St bt pesabon te moue fe
aations o whion
the text positgon te whn b te move. Ask

Froaent traimee Gt number o

TUee Crake 4 neioe By appdting the pronedural steps
Proared buotia DS ST RV I Tell o tranae

TLes Wete veod o i, have

|
|

COPracto proeses o heosing jositiens and

fanee an
Contated Tim

oo MR I RLRT et




from block 15

. L

4 v S Yes
Learning Category  D————-—- - -~ —
\ CMertd”
A
-
-
ﬁ No
i
k N 17 @ The MENTAL leatning category s subtivided
o 10 s subcategories  They are

\ Oetesnine Recard dennitying obgects ang symbuls
l Sub fategury retal o

i Lal B, Sectinn 11 distrimunal
| LAR sheeti classitying
{ sule 183t ing ang using
i I S deCsion making

to block 21 to block 18

\l @ Fur examples of each subrategnry, see below

How do 1 Determine the Learning Subcategory gor Learning 7 |
Objectives Categonized as Mental?

e There are six learning subcategories associated with the MENTAL learning category.
They are:

— identifying objects and symbols
— recalling information

— discriminating

— classifying

— rule-learning and using

— decision-making

e Table I-15 (page I-15) provides definitions for each of the learning subcategories.
The Table also provides examples of action verbs and learning skills commonly
4 associated with learning objectives that fall into the various learning subcategories. ‘
4 Study the table carefuily. 1

¢ After studying Table 1-15 you should have little difficulty in assigning your learn-
ing objectives to a subcategory. If you need help in making a decision, match
the verbs in the learning objective to the Action Verbs in the table or try to find
an example that would fit your learning objective. If you find yourself completely
unable to fit a learning objective into any of the given subcategories, the objec-
tive may be incorrectly written. You may need to refine and rewrite it before
it can be successfully assigned to one of the learning subcategories. If such is the
case, be certain to coordinate with the individual who originally prepared the
learning ohjective BEFORE YOU MAKE ANY CHANGES TO THE LEARNING
OBJECTIVE.

1. 14
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Tabte 1-1b

MENTAL LEARNING CATEGORY

Definitions and Examples of Learning Subcategories

LEARNING SUBCATEGORY

DEFINITION
OF SUBCATEGORY

COMMON
ACTION VERBS

EXAMPLES

b i oot

kb,

ikt

Identifying objects and symbois | To give one unvarying response Identify Reading map symbols
whenever a particular object Interpret Readi :
: eading electronic symbols on a
symbol is presented Read schematic
Giving names of components af an
engine when shown engine or diagram
of one
Recalling information To repeat memorized informa- List Recalling radio trequencies
tion orally or in writing E!t:ctiete Recalling rutes of protocol
Define Stating Ohm's law
Recailing SALUTE acronym
Discriminating When presented with items Monitor Distinguishing between sound of
that appear to be similar, to Distinguish normally-functioning power generator
identify the differences Detect and sound of one in which a bearing
between them Discriminate is beginning to burn out
Distinguishing between ranks of
officers by stripes
Classitying When presented with items Identify Identifying alt aircraft which are
that appear to be difterent, Recognize U.S. aircratt
tz |dehnmy' the teatures which Classity Identifying problem situatians in
they have in commaon which a soldier is free to make a
decision on his own without con-
sulting a supervisor
Rule-learming and using To state when and how a Select Knowing when to salute
principle applies to a given Predict ) Solving algebra problems
situation Determine ) . . .
Specify Making verbs agree with their subjects
Apply Selecting proper fire extinguisher for
different types of fire
Derision-making To specify a course of action Choose Troubleshooting malfunctioning
for use in a problem siguation Decide equipment
Formulate Choosing tactics in combat
Select )
Evaluate Choosing torpedo setting during a

torpedo attack
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How and Where do T Recond the Learning Subcategory?

® The learning subcategory is recorded in Section III, Column B. Look at the
example below for an example of how it should be recorded.

What Does the LAR Sheet Look Like After the Learning
Subcategory Has Been Recorded?

EXAMPLE:

ISD 111.1 Specity Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

{LAR Sheet)

SECTION |

Neme/Oftice Symbo__FU_Robert 8. Fisher (ITAU) _ Dae 1021 x

Course ___fang Navigation “halls . . __ MOS'SKil Leve sop _

SECTION W

Tosk ID No _ O71-11A-0500

Termunal Learming Objective {Action Statement Oniv) __ Movy under direst {ive

T
SECTION it i ]
A ] @ ] () 4
Learring Obrective ! Leatning i
tAcuan Starement Only) Categury Sub Categary

— - =

Thy Cellertren of relevant data on berr gan, duetan

VIS, B en o appEesser soiper, o

Tioatemn ot s Least  adteriatiee 3o 1

1-16




from block 16 from block 17
}

18

Oeterrmine: Recurd ® Leastung Actyines necessary ot 1eaching the
Apprupnate Learning (esrrung objecyves assoriated with each ot the
Activties sox Subiategories of the MENTAL Learning
{Cat T Sechom I Categuty e piepated and rec..sded on the LAR
LAR Shret| @ Fot turther guidance m prepanng ang recording
== —T — i appropnate leasning actvilies, see below
to block 21 to nlock 19

How do 1 Identify Appropriate Learwning Activities fon
Teaching Learning Objectives Categorized as Being Mental Skills?

e For each of the learning subcategories within the Mental Skill category there is
a set of learning activities which must be used for teaching successfully all learn-
ing objectives belonging to that subcategory. The learning activities differ for
the various subcategories. For example, the best method of teaching identifica-
tion of objects s completely different from the best method of teaching decision-
making.

e Fortunately, education research has developed guidelines for the development of
learning activities for each of the six subcategories. The six subcategories are
shown on pages 1-19 thru 1-24. For each subcategory you will find the following
information:

— The learning activities that must be featured (or emphasized) to train the
objective falling into that subcategory.

— An example of a characteristic learning objective falling under the subcategory.

— Guidelines useful for developing appropriate learning activities.

— Example of appropriate learning activities for the learning objective used as
an example.

® To identify the appropriate learning activities for teaching a learning objective,
here is what you should do:

(1) Look at the subcategory for the leaming objective under consideration
(Column B, Section 111, LAR Sheet).

(2) Turn to the page in the Manual (pages [-19 — 1-24) that contains guidelines
and examples for developing learning activities.

(3) Relate the leamming guidelines shown on that page to your learning
objective.

(4) Develop leamning activities specific to your learning objective.

® Record the appropriate learning activities for training the learning objective for
Column C, Section [, LAR Sheet.
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What Does the LAR Sheet Look Like Aftern Appropriate Learning
Activities Have Been Reconded?

EXAMPLE:

ISD 1111 Specify Learning Events

LEARNING ACTIVITIES RECORDING SKEET

M
(I
1
£
f
z 5
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(LAR Sheet}
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IDENTIFYING OBJECTS AND SYMBOLS

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a constant pairing and association between the
objects/symbois and their names/meanings.

The soldier will state the meainings of five terrain
symbols found on military maps.

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learnin, Activities

Present each object/symbol and simultaneously
state its name or meaning.

Present each object/symbol and ask trainee to
give its name or meaning. Give immediate
feedback on responses.

Repeat step 2 until trainee can give all
names/meaning correctly and quickly.

1. Present drawing of each of five map symbols
and simultaneously state what each stands for.

2. Present each of five map symbols (in any
sequence) and ask the trainee to state what each
stands for. Tell trainee immediately whether his
responses were right or wrong.

3. Repeat step 2 unti! the trainee can correctly
state what each of the five symbols stands for.

T




RECALLING INFORMATION

the use of patterns for organizing the information
to be recalled, and testing of the trainee’s ability
to recall information without prompting.

LEARNING ACTIVITIES MUST FEATURE:

The soldier will list the kinds of information
concerning aggressor personnel which should be
reported to his superiors.

EXAMPLE OF LEARNING OBJECTIVE:

Guidelines for Determining Examples of Appropriate
Appropriate Learning Activities Learning Activities

Where possible, organize information to be Organize information to be reported on con-
learned into a meaningful pattern. cerning aggressor personnel into a meaningful
pattern, {e.g. SALUTE - {acronym):
S—ize
A—ctivity
L—ocation
U-—nit
T—ime
E—quipment

Let trainee memorize each section of informa- Let trainee memorize each of the above six
tion until the whole has been memorized. items until whole has been memorired.

Test trainee’s ability to recall/recite the in- Test trainee’s ability to recite the above informa-

formation. Give prompts and cues at first, tion. Give prompts at first, then withdraw these
ther withdraw these. Give immadiate feed- completely. Tell trainee immediately whether
back on accuracy of responses. and where he was right or wrong.

4. Repeat step 3 until trainee can recite/give 4. Repeat stcp 3 until trainee can accurately recall

L information correctly, information concerning aggressor personnel.




DISCR!MINATING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a side-by-side comparison of the items to be
discriminated, including pointing out t1e ways
in which they differ; and practice by the trainee
in making discriminations.

The soldier will distinguish between a severe
burn and a minor burn.

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learning Activities

Present apparently similar items side-by-side.
Point out the differences beweeen them.

Present examples of apparently similar items.
Ask learner to distinguish between them. Give
immediate feedback on trainee’s responses.

Repeat step 2 until trainee can make discrimina-

tions with accurance and ease.

1. Present color photographs of a severe burn and
a minor burn side by side. Point out that the
skin is charred or blistered over a large area in a
severe burn, while the skin is neither blistered
nor charred {or is blistered over a small area
only) in a minor burn,

2. Present other color photographs of both severe
and minor burns. Ask the trainee to distinguish
between them. Tell the trainee at once whether
his responses were correct or incorrect.

3. Repeat step 2 until trainee can correctly distin-
quish between both types of burns.




CLASSIFYING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a side-by-side comparison of the items to be classified,
including pointing out ways in which they are alike;
providing the trainee with a descriptive definition of
the class being studied; and practice by the trainee in
classifying.

The soldier will recognize all aircraft belonging to the
United States.

Guidelines for Determining
., Appropriate Learning Activities

Examples of Appropriate
Learning Activities

Present apparently different items side by side.
Point out thr features they have in common
{similarities).

Formulate a definition of the class based on the
observed similarities.

Present items which belong to the class as well
as items which do not. Ask the trainee to
identify those items which belong to the class.
Give feedback on the accuracy of the trainee’s
response.

Repeat step 3 until trainee can accurately
classify items.

1. Present color photographs of different U.S. air-
craft side by side. Point out the markings and
other features that identify them as belonging
to the U.S.

2. Formutate a definition of the class -- e.g., all
U.S. aircraft have markings that look like this.

3. Present color photographs of various U.S. air-
craft, USSR aircraft, and Chinese aircraft. Ask
the trainee to pick out the U.S. aircraft. Tell
trainee at once whether he is correct or
incorrect.

4. Repeat step 3 until trainee can correctly identify
all aircraft belonging to the U.S.
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RULE-LEARNING AND USING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

an explanation of the rule and practice in applying it.

The soldier will challenge all personnel attempting to
enter his sector and will allow 10 enter only those giving
the correct password.

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learning Activities

Present and explain the rule.

Present a situation{s) in which the rule applies
and show how it applies. Alsa, present a
situation(s) in which the rule does not apply,
for contrast.

Present a variety of situations, some requiring
application of the rule and some not. Ask the
trainee to identify those in which the rule
applies and to state how it applies. Give
immediate feedback on accuracy of trainee’s
responses.

Repeat step 4 unti! most or all trainee responses
are correct,

1. Explain the rule — only those giving current
password are to be allowed to enter. Explain
procedure for requesting password —

say ‘Haltt”
‘cover’ stranger
Ask “Who is there?”’, etc.

2. Present situation where rule applies (e.g. in de-

Name situation (e.g., in barracks or dining
facility) where rule does not apply.

3. Present a variety of situations and ask the
trainee if and how the rule about challenging
strangers applies - e.g., does it apply in the
theater, outside militarized zone, in the motot
pool, etc. Tell trainee if his responses are
correct or incorrect and give reason for each.

4, Repeat step 3 until the trainee can correctly
challenge a stranger most of the time.

fensive position within designated sector of fie).

1-23




DECISION-MAKING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

demonstration and practice in the identification of the
decision needed, collection of relevant data and selection
of best possible solution.

The soldier w.l! select the next position to which to
move in the field under combat conditions.

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learning Activities

1.24

Demonstrate the following procedural steps:

{a) identification of decision needed

{b} collection of relevant data

{c) formulation/identification of a number
of possible so!utions

{d} evalustion of each solution

(e) selection of the one best solution

Present a number of problem situations. Ask
the trainee to apply the procedural steps in
order to make a decision about the problem
situation. Give immediate feedback on the

adequacy of the trainee’s performance of task.

Repeat step 2 until trainee generates adequate
decisions in most problem situations,

1. Demonstration by the instructor of the following
procedural steps for determining the one best
next position to move to in a combat situation:

(a}  identification of decision needed — choice
of next position

(b)  collection of relevant data on terrain,
distance, visibility, position cf aggressor
sniper, etc.

(c) identification of at least 2 alternative field
positions

(d)  selection of the best position to move to

2. Present trainee with a number of situations in

which he has to choose the next position to
which to move. Ask trainee to make a choice
by applying the procedural steps which were
demonstrated by the instructor. Tell trainee at
once whether his choices were good or poor.
Give reasons.

3. Let trainee practice process of choosing positions
and receiving feedback on his choices until
trainee can select good positions consistently,
within a stated time limit.
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How do 1 Determine the Leawing Subcategory fon
Learning Objectives Categorized as Physical?

, ® There are two learning subcategories associated with the PHYSICAL learning category.
: They are:

— gross motor skill
—~ responsive motor skill

o Table 1-26 provides definitions for the two learning subcategories. The table also pro-
vides examples of action verbs and learning skills commonly associated with learning
objectives that fall into the learning subcategories. Study the table carefully.

Table (-26

PHYSICAL LEARNING CATEGORY

Definitions and Examples of Learning Subcategories

) DEFINITION COMMON B
LEARNING SUBCATEGORY OF SUBCATEGORY ACTION VERBS EXAMPLES
Gross motor skilt To move all ar parts of the Cut Using a drilt
i erf E )
body in order to pertorm a Weld Painting a ship’s hull
set action. Saw
Drill Loading a gun
Splice
Draw
Responsive motor skill To move all or parts of the Track Oriving car atang road
body i response to con Control . . 4
tinually changing cues to Steer Air to an gunnery target tracking
action. Guide Holding a course with a gyro or
B B Regulate magnetic compass

® After studying Table 1-26 you should have little difficulty in assigning your learning
objective to a subcategory. If you need help in making a decision, match the verbs in ;
the learning objective to the Action Verbs in the table or try to find an example that }
would fit your learning objective. If you find yourself completely unable to fit a learn- i
ing objective into either of the two subcategories, the objective may be incorrectly
written. You may need to refine and rewrite it before it can be successfully assigned
to one of the learning categories. If such is the case, be certain {o coordinate with the
individual who originally prepared the learning objective BEFORE YOU MAKE ANY i
CHANGES TO THE LEARNING OBJECTIVE.




Hew and Where do 1 Recond the Learning Subcategony?

o The learning subcategory is recorded in Section 111, Column B. See below for an
example of how it looks after it has been recorded.

What Does the LAR Sheet Look Like Aftern the
Learning Subcategory Has Been Reconded?

EXAMPLE: 1.

ISD II1.1 Specify Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEEY

(LAR Sheet)

SECTION |}

Name/Office Symoor t- &ober: A basher oA R . _.._. Daw . _

Cowrse v Sanagat.om bl o .. MOSSWM lewe gy
SECTION i

Tesk 10 Na _ 0 i-1ta-.0 0 o S

Terminal Learmn g Obiective [Action Statement Ontyl Moy witer et < _ _

T
SECTION It
A 18 ic
iearring Objective Learnng Appropnate Learning Act
(At Starement (i Catogory Sub Categary
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How do T Identify Appropriate Learning Activities fon
Teaching Leauiing Objectives Categorized as Being
Pluysdical Slills?
¢ There is an individual set of learning activities which must be used for success-
fully teaching learning objectives belonging to each of the two subcategories
under the PHYSICAL Learning Category. Guidelines for developing the learning
activities are provided on the pages shown below:
— Gross Motor Skill -~ Page 1-30.
- Responsive Motor Skill — Page 1-31.

e To identify the appropriate learning activities for teaching a learning objective
categorized into one of the two physical subcategories do the following:

(1

(H

Look at the subcategory for the learning objective under consideration.
(Column B, Section I1I, LAR Sheet).

Turn to the page in the Manual (Page 1-30 or Page [-31) that contains
guidelines and examples for developing learning activities for that
subcategory.

Relate the learning guidelines shown on that page to your learning
ohjective.

Develop learning activities specific to your learning objective.

® Record the appropriate learning activities for training the learning objective in
Column C, Section III, LAR Sheet.

|28
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What Does the Leaning Activities Reconding Sheet (LAR)
Look Like Aftern Appropriate Learwning Activities Have

Been Reconded?
EXAMPLE:

ISD 1111 Specity Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

{LAR Sheet)
SECTION |

Name:Oft.ce Symtx!

b B — Dot . P —
Course ___1_ynd Savigat i o _ MOS Skt Levs 0} _
SECTION 1
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GROSS MOTOR SKiLL

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a demonstration of, and opportunity to practice, the
whole task/skill.

The soldier will load an M16A1 rifle.

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learning Activities

Demanstrate performance of the whole task.
(1f task is complex or lengthy, break into
parts, and demonstrate each part separately
at first).

Let trainee practice performing whole task.

{or practice performing parts of task separately
at first). Give/provide immediate feedback on
accuracy and adequacy of trainee’s performance
of task.

Repeat step 2 until trainee can perform task
well and as quickly as required.

Demonstrate steps in toading the rifle:
locate cartridges
insert cartricges « magazine

Let trainee practice steps 1. the task. Tell him
at once whether he loaded the 1ifle correctly.

(It necessary), have trinee repeat process until
he can do it within the tated time limit and
can pe form it accurat: .y.

1.30




RESPONSIVE

MOTOR SK .

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a demonstration of the skiil/task by the instructor and
trainee practice in performing the skill/task, including
use of senses to detect ciues to changing performance.

The soldier will drive a utitity truck, 1/4 ton, M1571,A1
Cross country.,

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learning Activities

Demonstrate whole task, pointing out cues
that initiate and end performance of each
step in task.

Let tramnee practice performing task, using his
senses to recetve feedhback on his performance.

Repeat step 2 unul trainee can perform task
well and as quickly as required.

RN

—

Demonstrate driving the truck, pomiting out cues
that influence action, such as:

- speedometer

— road signs

— curves in road

— trees and other roadside terramn

— lane markings

Let traince practice driving the truck, using his
five senses to detect cues that influence the
action of driving {see abovel. Trammee must
manipulate the controls of the truck in response

to such cues.

Let tramee practice driving the truck cross
country until he becomes proficient at domg so

accuratery and safely.
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]
' : How do 1 Determine the Learning Subcategory fon
4 Leariing Objectives Categorized as Attitudinal?
’ _® There is only one learning subcategory associated with the ATTITUDINAL learn-
ing category. It is “‘attitude-learning.”
hb e Table 1-34 provides a definition of the subcategory and provides examples Lf

action verbs and learning skills commonly associated with learning objectives
that fall into the attitude-learning subcategory. Study the table carefully.

Table 1-34
ATTITUDINAL LEARNING CATEGORY

Definitions and Examples of Learning Subcategorv

—

FENI W
LEARN'NG SUBCATEGORY oF S sy ST EXAMPLES
Attitude-learming To exhibite a pattern gf Accept Working instead of wasting ime
hehavior or of resnonse Choose )
towards sumething Comply with Complying with satety regulations
Keeping hunk neat when opportuntty
exists to keep it untidy

e If you find yourself unable to fit your learning objective into the attitude-learning
subcategory see your supervisor for assistance. Perhaps the learning objective
should have been categorized as MENTAL or PHYSICAL. Or perhaps the learn-
ing objective was incorreetly written. You may need to refine and rewrite it. If
such is the case, he certain to coordinate with the individual who originally pre-
pared the learning objective BEFORE YOU MAKE ANY CHANGES TO THE
LEARNING OBJECTIVE®

e The learning subcategory (attitude-learning) is recorded in Section 111, Column B,
Look at the example on the following page to see how it should be recorded.

e i

e e Seama




How and Where do 1 Record the Learuidng Subcategony?

¢ The learning subcategory (attitude-learning) is recorded in Section IiI, Column B.
Look at the example provided below ta see how it should be recorded.

What Does the LAR Sheet Look Like Aftern the
Learning Subcategory Has Been Recorded?

EXAMPLE:
ISD II1.1 Specify Learning Events/Activities
LEARNING ACTIVITIES RECORDING SHEET
(LAR Sheet)

Tormunnal Legring Ubectove tAction Statement [,

SECTION 1)
[y 8 €

Crarmin g Ubrer tve e

ton Statement Oniyt
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Hoew do T Tdentify Appropriate Learuiing Activities gon
Teachdng Learning Objectives Categorized as Bedng
Attitude-Learuring?

e ‘There is a set of learning activities which must be used for successfully teaching
learning objectives categorized as being attitude-learning. Guidelines for devel-
oping the learning nctivities are provided on page 1-37. Relate the learning
guidelines to your leaming objective and develop learning activities specific
to vour learning objective,

Record the appropriate learning activities for training the learning objective in
Column ', section 1, LA Sheet,




ATTITUDE LEARNING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

arrangement of the enviornment in which the trainee lives
and works so that correct and appropriate behavior is
elicited from the trainee. Reinforcement and rewarding of
all instances of correct/appropriate behavior which the
trainee demonstrates must be provided. NOTE: An attitude
is a pattern of behaving or responding, not a mystical set of
the mind. It is more difficult to get a trainee to adopt an
attitude than it is to get him to acquire information or a
skill. ""Preaching’’ is rarely the best way of teaching
attitudes. It is better to use means such as behavior
modeling, giving rewards, etc.

The soldier will keep his bunk neat and clean at all times.

Guidelines for Determinirig
Appropriate Learning Activities

Examples of Appropriate
Learning Activitise

State and/or demonstrate appropriate/desired
behavior(s).

Encourage trainee performance of appropriate/
desired behaviors by using devices such as
behavior modeling, role-playing, appeal to
authority.

Reinforce/reward instances when trainee emits
appropriate/desired behavior. Do not reinforce/
reward instances of inappropriate/undesired
behaviors. On occasion, and if relevant, punish
inappropriate behaviors.

1. Describe the appropriate manner in which the
soldier’s bunk should be maintained.

2. Encourage the trainee to keep the bunk neat by
role-playing situation in which a messy bunk
leads to loss of time, loss of priveleges, loss of
equipment, etc. OR, show a film in which a
soldier tidies his bunk, etc.

3. Praise the trainee whenever his bunk is feft neat.
Penalize him whenever it is kept messy.




What Does the Learning Activities Recording Sheet (LAR) -

Look Like Aftern Appropriate Learning Activities Have
Been Reconrnded?

EXAMPLE:

ISD II1.1 Specify Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

{LAR Shest}
SECTION |

Mame/Office Sympol __2Fi Robart A Frsher  (17aM0

— . R _ _ Date 11020 N
Courte __ Lot Saviy o ton ¥killy

e . . _ MOSSMUlLewel gy
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=T
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What L8 the Importance of Preparing Comments forn People
Working 4in Othen Steps of the Instructional Systems
Development Process? How do I Record Them?

In order for the Instructional Systems Development process to work effectively, it

is imperative that there be forward and backward communication between the
people involved in the process. At some time or other, you have probably com-
plained about the input that has been provided to you. For example, you may have
thought that the learning objectives which you need as input for this block were not
as well written as they could have been. Sometimes, you may have had to do work
that should have been performed in previous steps in the system.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPIL.E SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

1.41
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In your research for this step of the Instructional Systems Development process you
may also have discovered information that you think may be useful to people who
will be working in steps that follow this one. If so, it is equally important that
you pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFEC-
TIVE INSTRUCTIONAL DEVELOPMENT

e A copy of the ISD COORDINATION SHEET can be found in the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

e Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the Instruction Settings Selection Package
(ISR Sheets).
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JOB AID FOR

SPECIFYING INSTRUCTIONAL MANAGEMENT
PLAN AND DELIVERY SYSTEM

{SD 111.2

Manual

This is the 10th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD I11.2 Specify Instructional Manage-
ment Plan and Delivery System.” The flowchart document will direct you to specific
guidance, examples, and references provided in this volume. If you do not have the
primary flowchrrt document, request it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,” the terms,
“he,” “*him,”” and “‘his,”” as well as “men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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to block 6

What 44 the Job Ald forn Selecting Delivery Systems
all about?

¢ GOAL

— The purpose of this job aid is to help you apply a systematic approach to the
selection of delivery systems (media) for presenting instruction to trainees.
This systematic approach to media selection requires consideration of the
nature of the objectives: their learning categories/subcategories, learning activ-
ities and instructional settings. Such factors as equipment and facility con-
straints, cost of procurement, cost of replscement, development costs, etc.
must also be considered.

— Once the candidate delivery systems have been selected, the management plan
can be specified. Please note that this job aid includes only the selection of
delivery systems.

e OBJECTIVES

1) Given a group of learning objectives (LOs) with their specified learning activ-
ities, instructional settings and learming categories, use the appropriate learning
subcategory matrix to select candidate delivery system(s) for each LO.

2) From the list of candidate delivery systems, select the one(s) most appropri-
ate for the whole task rather than for the whole course.

NOTE: Do not spend too much time reading or studying this material. You will be
given more specific information later.

PEFIPI
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e PRODUCTS

— The input for this block is the learning activities, learning categories, and instruc-
tional settings for each learning objective. The output, or products, include:

e A completed Delivery System Planning (DSP) Sheet for each task showing:

a) candidate delivery systems
b) selected delivery system(s) for whole task

e Final decision on the delivery system(s) to be used for a whole course. This
decision is recorded in the System Master Plan, which is not included in this
job aid.

OVERVIEW OF MAJOR STEPS IN SELECTING INSTRUCTIONAL
DELIVERY SYSTEMS

Step 1. Learning objectives action statements with their corresponding learmni. t
categories/subcategories are recorded on DSP Sheet.

Step 2. On the appropriate learning subcategory matrix, the criteria specified by
the inputs to this block are checked.

Step 3. These checked criteria are examined in reference to each delivery system
on the matrix to determine which systems meet the criteria.

Step 4. Based on this examination, candidate delivery systems are specified and
recorded on the DSP Sheet. Final selections are made with the help
of management.

NOTE: Do not spend too much time reading or stedying this material. You will be
given more specific information later.




S

e WORKSHEET USED

— A partially completed Delivery System Planning (DSP) Sheet can be seen
on pages J-48 and J-49.

— Learning Category Matrices are shown on pages J-50 through J-58.

e DESCRIPTIVE FLOWCHART

— The flowchart on pages J-59 through J-61 shows the steps in the use of the Job
Aid for Selecting Delivery Systems. The flowchart will be useful to you in {
getting a clear picture of the overall process used in this job aid.

NOTE: Do not spend too much time reading or studying this material. You will be
given more specific information later.
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Obtan Leatning ® Learmng Categacy Matecces are avar'able lor aHl aine tearning subcategonies
Category Matrices They are used 10 select the st appropriste delwery system to. traming each
task.

‘ o For further information and guidance on oblaining Learning Category Matrices,

— ee below.

to block 9

What are the Learnning Categony Matrices?

® The matrices are designed to help you make decisions for the most appropriate
media (delivery systems) for each learning objective, or group of leaming objectives.

® The items on each matrix are: 1

1} Criteria for Selecting Instructional Delivery Systems

a) Training Setting Criteria
b) Administrative Criteria
¢) Stimulus Criteria

d) Complexity Criteria

2) Alternative Instructional Delivery Systems

a)  Delivery approaches permitting the application of all learning guidelines
(suggested activities) for that learning subcategory
b)  Delivery approaches that permit the use of only some of the guidelines

3) Names of the Media

. Since many of the names may be unfamiliar or different from the
terms used by your school, a glossary of instructional delivery systems
is provided, if needed, in a later step of this job aid.

® To see exampies of the matrices refer to pages J-50 through J-58,

¢ Note that all of the Criteria for Selecting Instructional Delivery Systems are not
listed for each subcategory. When one or more criteria are missing it is because
they do not contribute to the analysis for that particular subcategory.




Where do 1 obtain Learning Category Matrnices?

e Learning Category Matrices are available for duplication in the pocket at the end
of this manual.

¢ Note that there are nine matrices covering the front and back of two separate
sheets. The six mental skills subcategories are on one sheet. The two physical
and one attitudinal skills are on the other.

e Make several copies of each sheet as you will be using them over and over again.
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Obtain Delivery System ® Delivery Systam Pranning tDSP) Sheets are used 1o document candidate dehvery
Planming Sheet systems which meet the critersa speciiied by the learning activities for each

:{  {DSP Sheet) sbyecte From s grovp of candidate dehety systems the hnal selection of

detivery sysiemis) for the whole task s made

{ ’T ‘ ® For guidance 1 oblaining DSP Sheets, te below.

to block 11

Where can 1 get the Delivery System Planning (DSP) Sheets?

® Delivery System Planning Sheets (DSP) are available for duplication in the pocket
at the back of this manual.

® To see a partially completed DSP Sheet refer to page J-48.
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from block 10

1"

Complete Section | of » ldentitying information includes

OSP Sheat ~ MCS - Date
- Skill jevel - Task 1 D number located o1 ' earning
- Course utle Instruchiona) munq} Activities Recording Sheet
~ Name/Qifice Symbo

o For example, see below.
to block 12

What does the DSP Sheet Look Like when Section 1 has
been completed?

Example:
ISD II1.2 Specify Management Plan and Delivery System
DELIVERY SYSTEM PLANNING SHEET
Y e
//'sscnou: N
wos_ 52 P S vevel /. cowr L gng Naw gosion Snills \
'\ Name-Ottice Symboi_SF¢ Johany WalKer /) Coorse Deyelepménr Date /,/
v Tak 10 Mo __ O V- 1id- O50L e tectonw Senng_ SO J T
\ ~T ™
h QN 1) 1AL Selacied-D: Sy . 1B+ Rerrorar - e f i e e e
SECTION HI
iay it (4]
L RS G Sutn atego
T T
Lrarring Obgertoves Actian Candhdate Drtisey
Statement: usrems
x
L e e ]
o o "l
} ;
[P - dosoe i
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from block 11

12
Record ALL Learmng

Tibjechive Actiun
Statements

|Sechon 11 tA),
QSP Sheet!

to blork 13

@ Fur tuithe: intormation and guidance, sae betow

How do T necornd all the Learning objectives action
Atatements?

e The learning objectives action statements (do not include conditions and standards)
can be copied directly from the Learning Activities Recording Sheet, or any pre-
viously prepared worksheet on which the LOs are recorded.

e Record

Example:

all the LO action statements belonging to the task.

SECTION ¢

mos_52 7P Skill Level_{ oo Land Maegeting wma.
- . i r ’ , : 1
Name Oftce Symbo: 5~ C ¢ \_)inir_ﬁh“”(er /7 Cowran Deviiopgme - L. an ;
Tak O Ne T P
SECTION 1 1A} Seler = Dativery Systemin Rt
e T
SECTION i ~.
Al \\ 2 [e}
Lvaraing Obyect vas Act on Candirtate Detovery
Srgtermenty Ssems

e e
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from block 12

Seinct Furst/Next
Lesning Objechive
Action Statemen)
{Section M1 {A),
DSP Sheet]

to block 14




from block 13

Record Learning o For furths: information and guidsnce, see below.
Catagory and Subcategocy
ISection 111 (B),
DSP Shest]

to block 15

How do 1 necond the Learning categony and subcategony?
¢ The learning category and subcategory for each LO can be copied directly from
the Learning Activities Recording Sheet, or any previously prepared worksheet
cn which this informatinn is recorded.
® Record the learning category/subcategory for each objective by placing an “X”
in the appropriate cell in Section III (B).
| SECTION 1
’ E e: mMos_ 52 F Skill Levet coune L znd /yuq-,«.v...., .
: xampl Name/Ottice Symboi_ S ¢  Ju /m Ker [ Course D&/dumwﬁ Ove_fijsey 74
i Tew 10 No @/ -112-C50 Insteuctionat Setting__ S, O o 7
SECTION H {A) Selected Delvery System(s) (B} Rationate
SECTION N1 J—
Ay B i)
Learning Catagor s Subcategories
/ Mental ;‘hyhul Atttude
Learning Qujectives Action I Candidate Delivery
Statementy / ‘E Svstemy
2 HE
I3 HE
I iz HHHE
; 5 8 |& |« 4
4 Selec+ newr s H:-:! X ‘I
3 s I ;
_ ; ! I
Gelec b move e s dm hnigoa . X | : 'l
3 f—————— — — T L4 4 ' i —
Move o nexs pose ko X | 1 L
——t A»-L —+ r— 3
. | i
]
D spiay extreme _acrion : [ X /
/ R . |
L i - =
. K
N
c! I 1
5 — - e
} [0 '
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.
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3
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from block 14

Locate Appropriate
Matrix for This Cearning
Category and Subcategary
{Learning Category
Matnix}

to block 16

® The matrx 15 Jocated lor the learning subcategory which has an X i
Section 11! B for this objecve. For example, il thers «s an X i the
column for Gross Motor Skills. then that i the matrm to be used.




from block 15

Recard Appropriate ® A hght check mark () 13 made on the malna 1o indicate the colena
“Teamieg Setting spaciiied by the wnstructional settng ang learming activities for this objective
Coteria™ {Learaing

Catequry Mateix} o Fort turther guidance, see below

to block 17

How do 1 necond the appropriate thaining setting
criterdia on the mathix?

e In the first column to the right of the criteria for Selecting Instructional Delivery
Systems, you will see empty ceiis. Place a v ” (light pencil so that it can be
easily erased) in the cells representing the training setting criteria that must
be met.

e For example: (See Learning Category Matrix—Mental Skills, Recailing Information)

— If the instructional setting for the task is “institution,” you might check large
group at a single location, “or individual trainees at a fixed location.”

— If the instructional setting is “SOJT,” you might check ‘‘team setting” or
‘“small group.”

— If the instructional setting is “STEP,” you might check “individual trainees
with independent instruction at any location.”

— If a particular criteria is not stated, it is because that criteria is not a significant
factor for this learning category.



g e Example of matrix with training setting criteria checked:

Responsive Motor Skills

Atternative Instructional Delwvery Systems

Drrections Delwery
1 Approaches
v Delivery Approaches
3 Place a ''\/ " Hight v App NOT I ermutting

Gl 1n boxes re, Permitting the Apphicaton c rete Appt
ncil) repre
pe s rep of All Learning Guidehines omplete Appl. ;

o ® Tpam Setting

Adm.m‘srmwrﬁvmw——}

® Site nf Gourseware and Special
Hardware Oevelopment

) Lorat
Central

senting coitend (rows) cation of Learn
. and Algornithm .
that must be'mer ing Guidehnes
and Algatthm
2 . -
> = 3 T 5
s e e 13 1oz 2
3 | 7]z 2 - =
St 1 (512 19 (5 3d(s (€
[ £ = E T I c
; z - Tie < flwilgs!l €
< = &l s g 5] £ 2 =z
s &12 1% 1z (®lz5|¢z|6
3 R < £ 2iler| ¢
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2 £y H > sl 2z .
a 3]s < It Flalie
- g k] 2 v N =
Talalet -3 3 : = | 2 ot H
523 =22 15 33|28l S
el 3 EIEEIREHEE
Coiteig tor Selecting Iz 5 =z B ; ;’ -2 E
s=lt I 22 ;
rstruy tonal Detwvery Systeats O 2in - S22l =
Tramning Setung Citena ~ }
® tludwidual Trainee at Fixed i W
Lacaton . X i X | X X + X
® lindwidual Tranee with Inde H
ol pendert lustraction at Any | :
Lotaiun ‘\ X ' 4
® Small Group . X i
= B _
® Large Gryup at Single Location l X j
| i
'

e ———

I

-

pEp—

® Magmitude of Acquisition Cost

Low
High

J——————
Complex*
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from block 16

Record Appropaate ® A fight check mark (+ } 15 made on the matrix fa ndicate the critery
“Admunisifative Litena’ specihied by the nstructional management plan tor tus objective

[Learning Category ® For turther guidance. see below.

Matux]

to block 18

How do 1 necond the appropriate administrative criteria
on the matnix?
® In the same column of empty cells used in the last step, you will place a ‘“v/”

(light pencil again) in the cells representing the administrative criteria that must
be met.

e For example: (See example on page J-20)

— If you have very limited funds for delivery systems and all your material must
be developed at your school you would check:

local - nnder ““Site of Courseware and Special Hardware Development”
low - under “Magnitude of Acquisition Cost”

NOTE: There shouid be two checks for administrative criteria.
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e Example of matrix with administrative criteria checked:

Responsive Motor Skills

Alternative Instructional Delwvery Systems
Directions Detwery
Approaches
Det A by
Place a "\ {tight clivery Approaches NOT Perminting
Permitting the Application
procid) in boxes repre- Complete Apph
of Aft Learming Guidelines
sentng criteng frows) canon of Learn
ang Aigonthm
that must be met ing Guidelines
and Atgardhen
- ' —— -
3 B . ¢
[ b 4 v <
c - Sl % < ¢ -
s z 2i{c ;. i >
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. T
Trainng Setting Critenia | R 4 7%
® Indivdual Tranee st Foed
Location X xl x X X‘ X X X
® Indwidual Tramee wath Inds
pendent fostrorhon gt Any
Lotatien X | X
® Small Gruup X X
® Large Group ot Single Lovation X
S - S 4
® Team Seitiny X XiE X {x X 3
L h -
S - =+
Admmstrative Coiteria \T X ! T i
® Site ot Courseware and Special { | | )
Hardware Development L % |
Lucal v ! | X x| x| x [x] .
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k High X 1x ! X T Xixl v
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from block 17

Ooes

Matrix Contarn

CStimulus Cntena™
2

® All matrices include Stimutus Critera excapt
Subcategory Identity Objects and Symbols
{Mental Skitls)

- Subcategory Gross Motor Skills (Physical Skits}

- Subcategary Attitude Leatoung (Attitude Skutis)

1
Record Appropriate ® Ahght check mark [+ }1s made on the ! 1
"Stimulus Criteria” matrix 1o indicate the Critera speuchied by the 3
| Learning Category tearnung actrvities for this objective 3 1
Matrul ® For further guidance. see below.
i
P i

to block 20 )

How do T necord the appropriate stimulus criteria?

e In the same column of empty cells used in the last step you will place a *“/”’
(light pencil again) in the cells representing the stimulus criteria that must be met.

® Check the suggested learning activity for this objective. 1f the activity involves
sound alone, consider the choices under audio stimuli. If the activity involves
visual stimuli, specify which visuals are needed. For each stimulus criteria
applicable to the selected learning activities put a check mark in the empty cell.

e Example of matrix with stimulus criteria checked:

——
Complexity Catereo
® Dithcult Mator Acts

® Smooth Mutor Pertormance at .
End of Traming X—u ;X L
Sumulug Criteria ] T ’ f f T‘ﬁ ‘J | ’
® Visual Form l Lo L b
Alphanumeric X . Kr X x x| x I X
Pictorial. Plane ! Xf’x‘jfx ‘t_ﬂi x 1“
Objett. Sohd T I?‘ i j‘ [
® Visual Mavement
sul ﬁ(':x'xwle ’
Full Movement Ix . g y
< ® Audio . _ J ~ I i
Voice Sound Range _ j X 1 %l X x* t 7
Full Sound Range 8 t X xpx it 4 3 I
Ambrent Soundy F‘** }H X% + ‘ J -
® Other [ [_»+ 1 -
Tactile Cues T x
) [ menar st Mo Cues LEZZ )X TR X J : } Iﬂ L

S~




from blocks 18 and 19

2

Does

Marix Contan

' Complexity Critera”
k)

o Complexity Criteria apply only to responsive
motor skalls.

Record Appropriate
“Complexty Criteria™
| Learning Category

Matnix}

® A light check mark { / } 1 made on the
matrnix to indicate the critera specitied by
learning activities for this objective

o For further guidance, see below

to block 22

How do 1 recond the appropriate complexity crniferia
on the matrix?

® In the same column of empty cells used in the last step you will place a “/”
(light pencil again) in the cells representing the complexity criteria that must be
met. (These criteria apply only to responsive motor skills).

o For example:

— Read the action statement and check the suggested learning activities. Decide
whether this is a ‘“difficult motor act” or whether the goal is ‘“smooth
motor performance at the end of training,” or both.

o Example of matrix with complexity criteria checked:

‘ Lyta I VS N v ‘n’*‘FJ o
Centiat X X X,A.,_X, XJ X L “j r-Xi A_),(AJ »1( .
® Magmitude of Acquisition Cost
Low TTT O x Ixl x I~ T
mgh F T x> Ixdx x T T T x[x
Complexity Critena ] %‘_’ 11 1 u..JR, 7
o Oifficult Motor Acts 12 X} x| x [X X X
® Srigoth Motor Performance at [ T F T T 1T 1
End of Training A’ > J X X X ,
Stumulus Triteria
® Visual Form F } }
Alphanumeric X Tx]x Txlx BN ERRE x
Prctarial, Plane T IxIxPx Tt
Object, Sohd y Tl

® Visual Movemaen®

v - B R PR P .- " - ]
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from blocks 20 und 21

» Thete are two groups of alternative instructional delivery systems  the tirst group
consists of those whith meet al! the criteria completely, the second group Consistg
of delivery systems which are adequate but do not meet the critena compietely

® For turther explanation of the delivery systems, see Appendix A, pages J 61 thiv 70

to block 23

5
3
t

What are the alternative instructional delivery systems?

® Look at the matrix for Identifying Objects and Symbols (Mental Skills). The
alternative instructional delivery systems for this matrix are shown diagonally.
They are:

— CAI (with visual display)

~- Teaching Machine—Branching

— Programmed Text—Branching
—Microfiche with Self-Scoring Tests

— Study-Card Sets with Self-Scoring Tests
— Traditional Classroom

— Textbook

— Chart

— Automatic Rater

e Listed below is a complete list of instructional deliverv systems that appear in
the matrices.

Audio Only Systems
Audio Disc Playback System
Audio Tape System

Audio-Visual .
Audio Tape With Printed Material H
Classroom - Traditional :
Filmstrip Projection System With Audio :
Filmstrip Projection System With Audio and Adjunct Equipment ;
Motion Picture Projection System - Commercial, 16MM and Super 8MM !

Films '
Motion Picture Projection System - Low Budget 16MM and Super 8MM :
Films 3
Microform With Information Mapping, and Audio ‘
Instructional Kit With Instructor
Instructional Kits for Trainees




Overhead Projection System With Instructor

Sound Slide Projection System

Teaching Machine - Branching, Still Visual With Audio
Teaching Machine - Branching, Still and Motion Visual With Audio
Teaching Machine - Branching, With Adjunct Equipment
Teleconference System

Television - Cable (CATV)

Television - Closed Circuit (CCTV) Without Feedback
Television - Portable Video Tape System

Carrel - AV Equipped

Carrel - Laboratory

Computer Assisted Instruction (CAl)

Computer Assisted Instruction - PLATO IV Basic Configuration
Computer Assisted Instruction - PLATO IV, Basic Configuration and
Audio v
Computer Assisted Instruction - PLATO IV, Basic Configuration With
Adjunct
Computer Assisted Instruction - PLATO IV Basic Configuration With
Adjunct Equipment and Audio
Computer Managed Instruction (CMI)
CMI - CAI TICCIT

Computer Simulation
Computer Simulation - On-Line
Computer Simulation - Off-Line 5
GAME - Computer Simulation, Solitaire, With Visual Display H
Operational Equipment With Manuals ;
Operational System - Real Environment
Operational System - Synthetically Simulated
Operational System - Synthetically Stimulated {
Procedure Trainer {
Procedure Trainer - Adjunct Displays and Logic
Simulator
Simulator - Adjunct Displays and Logic
Specimen Sets
Physiological Trainer (Hostile Environment) Visual
Physiological Trainer (Hostile Environment) Surface and Internal Senses

Visual Only

Filmstrip Projection System »
Microform With Information Mapping

Microform With Information Mapping and Adjunct Equipment

Slide Projector System - 2 x 2

Simulation - Paper -
Teaching Machine - Linear, Still Visual

Teaching Machine - Branching, Still Visual

D A SRR SRR, Y R A e




Print Materials
Case Study Folder
Flash Cards
Printed Materials - Handouts
Printed Materials - Performance Aids
Printed Materials - Reference Books
Printed Materials - Self Scoring Exercises
Printed Material - Workbook
Printed Material - Textbook
Programmed Text - Branching
Programmed Text - Branching With Adjunct Material/Equipment
Programmed Text - Linear
Programmed Text - Linear With Adjunct Material/Equipment
Study Card Sets

Special and Non-Standard Items
Automatic Raters - Informal Training
Carrel - Dry
Do-It-Yourself Kits
Game-Manual Simulation
Game - Manual Non-Simulation
Game - Computer Supported Simulation
Logic Trainers
Mockups, Panels, and Demonstrators - Dynamic
Models and Static Mockups - Small Scale
Mockups, Panels, and Demonstrators - Static

R e TS

® Some of the instructional delivery systems listed on the matrices may be unfamiliar
to you or different from the terms used by your school. Therefore, a glossary of
instructional delivery systems is shown in Appendix A to this Manual (page J-63).
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from block 22

Oraw Line Theough Any ® For further quidance, sae below.
Dativery Systemis) Cloarly
Not Available tor Training

This Learning Objective
{Learning Category Matrix]

to block 24

J-26

What <& the purpose of drawing a Line through unavailable
deliveny systems?

® Many of the delivery systems included on the matrices will not be available to
your school in the foreseeable future. In that case you can eliminate them from
your analysis by marking them off on the matrix.

R e o



EXAMPLE:

Responsive Motor Skills

Alternative instructional Delivery Systems
Directions Detwery
Approaches
"
Place a v/ " (hght ’ Delvery Approaches NOT Permitting
e} 10 bo 'ermitting the Application
pencil) xes repre of All Learning Gurdelines Complete Apple
senting critenia {rows) and Al g' him cation of Learn
\
that must be met 90 ing Gusdetines
and Algonithm
E] - £
5. 5 |8 £ ]
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Insteuctional Detivery Systems O 2|bld 5|3 rolzz|a| 350wl 2
Traiming Setting Criterra
® Individual Trarnee at Fixed
Location 3§ X [ X % X | X | X
® Indwidual Tramee with Inde T T
pendent instruction at Any
Lucatwn X | X |
® Small Group )(_-1
® Large Group at Single Location | T X
RS T S ER
® Team Satting 1 X 1
Admenstrative Cr tera !
® Site of Courseware and Speriol
Harrdware Development | L
1 I S
Lucal X | x 1 X ! X X
— 42 4
Central X | X N X
® Magmtude of Acquisition Cost |
. . Lo
Low X X X
OGN B SENARS
High X | x
Comptexity Criteria
® Dstficult Motor Acts
-4
® Smooth Motor Pertormance at
End of Traimng X X
Stimulus Critena
& Visual Form
Alphanumerc X 11X X X
Pectoral. Plane X 1X X X
Object, Sohid X X X
- 4+
® Visual Movement
st x | x] x x|
Full Movement X X
& Audio
Voice Sound Range X X X
fFull Sound Range X X
Ambient Sounds + X
® Cther r
Tactite Cues X | x
Internal Stimulus Motion Cues X1 x
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e You may have had to mark off several of the alternative delivery systems and are
now wondering why so many that are presently unavailable were included on the
matrix. One reason is to make course development personnel and management
more aware of the possibilities.

While the media and delivery systems are usually selected on the bhasis of equipment
availability, local past experience, and available production facilities, there are other
important considerations which should be taken into account to make better long
range plans. Techniques have been developed for the projection of procurement
and revision costs in a wide variety of instructional media. Frequently, there can
be a large discrepancy between the projected costs of an existing or available
delivery system and one which has been optimally designed.

Large discrepancies of this nature can often serve as the basis for management
decisions to embark on a new approach to instruction when it can be shown that
the new approach will have important payoffs either in costs, time reductions, or
increases in effectiveness. While it may not be cost effective to invest in a new
delivery system for a single course of instruction, such an investment may have a
significant pay-off over time. Data accumulated through time will provide an
important source of information for management in making better long term
decisions.

New delivery systems and techniques often become fashionable simply because they
are available. In this block, procedures are defined for selecting one or more
suitable media for specific learning events and activities. By using this approach,
delivery systeins can be selected on the basis of defined requirements rather than
on the basis of availability or the appeal of currently existing fads.




from block 23

Examing First/Next o For further guidance on examining delivery systems for surtability, see below.
Potential Instructional

Detivery System

[ Lesrning Category

Matsix]

to block 25

What <8 the purpose of examining each instructional
deliveny system on the matrnix?

® Now you are ready to use the algorithm which has been set up for you on the
matrix. As you look at each delivery system remaining on the matrix you will
be noting which ones have X’s opposite the criteria you have checked (v/) in
light pencil.

® The delivery systems which have Xs prerecorded for all or most of the criteria
you have checked (v/) will become candidate delivery systems. The training setting
and administrative requirements will be the same for all learning objectives within
a single task, or even a group of tasks, but the stimulus and complexity
criteria may change with each objective. It is necessary to note all the X’s in
the rows next to your checked (/) criteria in order for the algorithm to work
correctly. ' '

¢ Flowchart blocks 24 through 36, which follow, will lead you through the analysis.

NOTE: You are to deal with only one Instructional Delivery system at a time as you
work through flowchart blocks 24 through 36.

J.29
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from block 24

%

pposits Each “Training
ttung Critaria” You
ked

Yes

to block 27

26

|

o For example, see below

Reject as a Candidate

Nelivery System

Go
Btock
38

What does the matnix Look Like when a delivery system
meets ithe training setting crniteria?

EXAMPLE:

J.30
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from blocks 25 and 26

« o For exemple. e below

Pre recorded

Opposite Eath

dministrative Cotera

Y.u Checked
7

Yes
28
Reect as @ Conghgate
Delivery System
; Goto
Block
36
to block 29

What does the matrnix Look Like when a deliverny system
meets the administrative ciiteria?

EXAMPLE:

Traming ou.
® Indwidual Trainee o,
tacation
® Indiidual Trainee with Inge r
pendent {nstruction at Any
Locatiun |
. b~
Y ® Small Group T'x J
NN W { It -
Large Group ot Single | ucation 1 T
o Team Set T T x I'x 1 Tx
—— {
B > Adrnistrative Criersa
® Site ot Courseware and Special
Hardware Development I L
Local X (X x [ x [ x]
b 4t
_ Lentral V2l X x| X X | X X X
® Magnitude of Acquisition Cost 1
[ 2 B A e T e e
3 Low . X | X X X
F, gHiqh 1 ) xTx ] xIx] x x Tx
4 Complexity Critersa |
S S U Y G R S
3 o Oitticult Motor Acts X [ Xix 7 )(y1 j B X X
® Smooth Motor Performance a1 o [~ )
End of Trarning X (X[ x X X
Stimulus Criteria
r ® Visual Form B
K Alghanumenc X IX3 X {XyX] x X | X X X
Pictorial, Plane Xpx| X Y X X X
Object, Sohd X | X] X [X X X X
® Visual Movement -
Sull X|X] X | X [X X X
Full Movement X [ X] X [ X{X X X
® Audio -
Voice Sound Range X X} x X
Full Sound Range X [ xt v
Ambrent Sounds
® Qther
+
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from blocks 27 and 28

Ooes

Matnx

Consain “Shmutus

Catera”
7

Yes

to block 30

3




from block 29

* Fyr example, see below.

%

Pre recorded

Qupostte Each

"“Stamutus Cetetta™

You Checred
7

—
Reject a3 a Condidate
Dehwery Sysiem

to block 32

What does the matrix Look Like when a delivery system
meets the stimulus crniternia?

EXAMPLE:

X

- - t -
ettt X I X !
@ Magnitude ol Acquimtian Cost I
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from blocks 30 and 31

kY]

Does

Matrix

Contain “Complexity

Critera”
?

Yes

to block 33

o et e ——




from picck 32 ;

@ For example, see below.

Pro-tecarded
Opposite Each
Lom

Reject a3 o Candidate
Delivery System

to block 35

. What does the matnix Look Like when a delivery system
| meets the complexity cruiteria?

X LX
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] & Difficult Mator Acts
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from blocks 33 and 34

Recard the Detwery
System on DSP Sheet
[Section 111 (C),

DSP Sheet]

to block 36

® Far guidance i cecocding the delvery system on DSP Sheet see betow

How do T select and recond a candidate delivery system?

® You have reached this block because the delivery system you have been examining
has an *‘X” recorded for each criteria you have checked. Therefore this is a
candidate delivery system.

J-36

e For Example:

e Since it is possible to have more tharn. one delivery system which matches all
your criteria, leave space tu list one or two others in Section 111 (C).

DELIVERY SYSTEM PLANNING SHEET

(DSP Sheet)
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mos_S2P Skt Level__ /.

cose L and Nay,gation SK. s
G

e

Name/Ottice Symbol_S ¢ Johnng WalKer . Date
4 e —
Task 1D No D~/ 2- OD50A Iestructonal Settng__ SO J T
SECTION i (A Selected Defivery Syster {8) Ratiunale
[ - —
SECTION I - ~—
(A} [} v ) -
Learamng Cotegor o5 Subcateganes
Mentas Physical | Artituge
Learning Objectives Action Candidave Detvery
Statements, § Systems
& = =
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81218 HEIFRE]
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Selocs movemens +eihnigue X
[ S S T -
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Move + news pesibivn X
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Ddf"-’) e +reme Cau et J X
— $ T,d,. S S _

T A R RO D AR I sy, v, WAL j

i




from block 35 ‘
3% 3
lave All ® Are there gelivery systems shown under the
fastructionat Aternative Instruconsl Dslivery Systems that K
Dehvery Systems have not been examined?
Been Exanined
- ?
Yes
] to block 37
5
»
¥
N i
1 *
!
E: .
i
.
~
v
b
K

ity




from block 36

37

Oid
4 You Record
£ AL Least One Availabie
.‘ Oelivery Sysiem for
K Ihis Objectsve .
‘ b
Yos o
e
38
Repeat Blocks 24 thru 36 ® This block is included in the event that no
and Select the Delivery available delwvery system coutd be found by o
System Which Has the using the algorithm. The mors delivery
Most “Xs" Opposite systems that were crossed off the hist the
Your Checks morg irkely this &5 to happen. Then a less
_.__.I_____l than perfect choice myst be made
D
d to block 39 4
i
)
4 i
¢ 4




from btocks 37 and 38

33

Is
Thus the Last

Action on No

Thus OSP Sheet
2

Yes

to block 41

Erase Al Checks on
Marices or Get New
Sheets

Goto
Block

® Matrices ace used more than once in order 1o

reduce the amount of paper used wath this
job andt

o e s *m

PETYSTE
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from blocks 39 and 40

 For turther guiddnte on the purpose of this examination, see below.

Examine All Action

Statements and Candedate

Detrvery Systerma

{Section HI {A) and (C),
Sheet

to block 42

What s the purpose of Looking at all the action
statements and candidate delivery Aystems?

e If the learning objectives for this task required a wide variety of learning activities
due to belonging to several different learning categories, then you may have many
different candidate delivery systems. However, it is not likely that you would use
more than two or three delivery systems for a single task; more likely you will
be restricted to one. In this case you will have to select the delivery system(s)
which appear most frequently among the candidate systems you have listed in
Section I11 C. In chis step you are checking to see how many delivery systems

are candidates for this one task.




from block 41

o Ooes mare then one detrvery system meet yaur
media selection critena for this group of
objectives?

Select the Best Defivery
System(s) tor This Group
of Dbjectives.

® For guidance on how 1o select the best
delivery system, see below

to block 44

How do 1 select the best delivery system fon this
gwoup of objectives?

® Since you have more than one candidate delivery system, you need to make a
further analysis to determine which system(s) is most practical in your situation.

e A delivery system may be rejected as being too impractical for one or more of
the following reasons:

1. Marginal Technical Solutions: The learning guidelines cannot be easily
carried out with the medium.

2. State-of-the-Art: The basic medium is under development or being tested
and may not be available for practical application by the time it is required.

3. Size of System: Some media are useful within large training programs,
others are suited only for small programs (and therefore may not be suited
to the size program being considered.)

4. Interface with Existing Program: Many new courses must be designed to fit
into existing programs, which places constraints on the new courses; e.g.,
equipment on hand, available classrooms, sciieduling practices, etc.

5. Time to Produce Media: Media which require long lead times for development
may not be useful when scheduling does not permit a long development cycle.

6. Budget Cycle Constraints: While the application of some of the effective
training approaches, such as CCTV (closed circuit television), may result in
low costs per student graduate, the initial investment is substantial. Unless
these resources appear in existing budgets, the application of these techniques
to an immediate problem is not feasible.

i
J-41, j
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7. Adoption of Innovations: Project team members frequently resist innovations.
If the proposed media is significantly different from existing techniques, either
adequate resources must be focused upon gaining acceptance for the innova-
tion, or a more traditional approach must be selected.

8. Courseware Development: If the courseware is to be locally developed,
skilled personnel, equipment, time, and dollars must be available.

9. High Cost Alternatives: The projected life cycle cost of a media approach
may be significantly higher than other equally useful alternatives. Reject
high cost alternatives.

et i xm

10. Learning Style of Trainees: If trainee has low reading ability or would be
limited in his ability to use certain kinds of media, then reject these media
as inappropriate.

11. Other Constraints: A variety of other practical factors should be considered;
e.g., command policy and existing investment in production facilities.

3-42




e The delivery systems which you reject may be crossed out in Section III (C). If
space permits you may record your rejection rationale for the benefit of your

N lxy;t-\__.\&w

supervisor or other personnel reviewing your analyses.

EXAMPLE:

ISD II1.2 Specify Management Plan and Delivery System

BELIVERY SYSTEM PLANNING SHEET

IDSP Sheet)
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from blocks 42 and 43

“ |

Recurd the Sefected o For furihet guidance and example, see betow
Detwery Systemis) and
the Basis for Yout

Ceowsion  {Secton M,
OSP Sheet)

—

to block 45

€
How do 1 necond the selected delivery system and *
basis forn my decisdion?
® Space has been provided in Section 1I (A) for the delivery system(s) selected for
presenting the instruction for this task.
e Space has been provided in Section Il (B) for your rationale.
EXAMPLE:
ISD II1.2 Specify Management Plan and Delivery System
DELIVERY SYSTEM PLANNING SHEET
{DSP Sheet)
SECTION |
mos_ 5.2 ShitLevel [ Corw L @nd Nwwr g ts20 SRS
Mo Otten Senont 2Fe . oy wisder L C rar Doveqopme 0 _____ e 1 i, 00
Tak 0 N Dl did Tt L e e veeaSee G 0 ,‘_.j_:‘_ —
SECTION 1 A fwiegred Do L oy fyaren T8 Rare T
;",,"’.7,,, . ""'""'," 3}, g s 1y Meers crmree W opn o mls -
N T P TR Lo Wew oy mm Ay dteen w0 sl s d e el L e
“ECTON : . o _ —
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from bilock 44

4%

is This

The Loct Learming

Artivitigs Worksheel
7

Gbtan Supervisor Review e For guidance i detesmimng the whole caurse detwery system < below
of DSP Sheets and

Setect Whate Course
Detvery Lystem

to block 47

How 48 the whole course deldiveny system selected?

e Having completed this detailed analysis for every objective of every task, you
have arrived at the most technically correct and practical decisions.

e After vour supervisor becomes familiar with the instructional delivery sys.ems
you have sciected and your rationale, he can consult with management. Ideally,
your selections would become final; however, the final choice wiil be based on
a cost analysis and certain auministrative factors, irrespective of the technically
correct solutions.

e Your goal has been achieved when you make the technically correct so.utions.

After management becomes aware of them it becomes their responsibility to make
more of the alternatives available in the future.

J-45
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from block 46

a7

Complete Sysiems ® This jub 21 does n~) inciude guidance tor compiating the Systerms Mansgement
Managemen( Plan Pan iSMP)

® Foriniormatior gt t what o included in the SMP and where to abitac: guidance
see below

to block 48

What 48 the System Management PlLan?

e The System Management Plan provides details of system decisions on how the
instruction will be developed and implemented. It includes:

a) Instructional Management Plan (See example in TRADOC Pam 350-30,
I11.2, pp. 146 through 161).

b) Plan for developing instruction.
¢) Plan for evaluating the system.

For more information refer to TRADOC Pam 350-30, II1.Z, Specify Instructional
Management Plan and Delivery System.




from block 47

48

» Duning the delivery syslem selection process intor
futes mation matign may have been abitamed that would be usedu)

or Indwiduals Warking Yes to persons who performed actvities that fed into this
n Qther 1SD Blocks ) step  Simtarly, information may have been obtaned
’ that would be ysetu! 10 persons who will be engaged

m Instructional Systems Oeveivnment steps thar
follow ths one
No
Recurs Comments on ® Comments are recarded and submitted te
S0 COORQINATION APPIopriate persans.

SHTET

@ For further gui snce, see below

STOP

What 48 the importance of preparing comments fon poople
wonking in othern steps of the Linstructional systems
development process? How do 1 necornd them?

® In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may have
had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

® [n your research for this step of the Instructional Systems Development process you
may have discovered additional information that you think may be useful to people
who will be working in steps that follow thic one. If so, it is equally important
that you pass this information on to appropriate people.

3 . REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
- DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUC-
TIONAL DEVELOPMENT

e A copy of the ISD COORDINATION SHEET can be found in the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with--pius copies for your records.

e Complete the ISD COCRDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to th. package of DSP Sheets.




SAMPLE DSP SHEET (front)

ISD 111.2 Specify Management Plan and Delivery System
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SAMPLE DSP SHEET (back)
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LEARNING CATEGORY MATRIX—MENTAL SKILLS

Identilying Objects and Symbols

T nh et et o g e £ MR N
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LEARNING CATEGORY MATRIX-MENTAL SKILLS

Recalling Information

Alternative Instructional Delivery Systems
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LEARNING CATEGORY MATRIX—MENTAL SKILLS

] Discriminating
Alternative Instructional Delivery Systems
Directions Detivery
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LEARNING CATEGORY MATRIX—MENTAL SKILLS

Classifying

Alrernative instructional Delivery Systems
Directionsy: Deiwery
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LEARNING CATEGORY MATRIX—-MENTAL SKILLS

LEARNING CATEGORY MATRICES

Rule Learning and Using

Alternative Instructiongl Delivery Systems

Directions: Delivery
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LEARNING CATEGORY MATRIX—-MENTAL SKILLS

Decision Making
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LEARNING CATEGORY MATRIX—PHYSICAL SKILLS
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Appendix A
GLOSSARY OF INSTRUCTIONAL DELIVERY SYSTEMS

Audio Only Systems

Audio Disc Playback System - An audio system that uses a record player and sound
recorded on a disc (record) that may be played back upon request by a listener.

Audio Tape System - An audio system that uses a tape recorder/reproducer to
record sound on magnetic tape that may be played back upon request by a listener.
(Reel to reel, cartridge, cassette).

Audio-Visual

Audio Tape With Printed Material - An audio system that uses a tape recorder/
reproducer to record so'ind on magnetic tape that may be played back upon request.
Printed materials such as texts, worksheets, PI, schematics, test materials, etc., used with
audio tapes offer a variety of training applications.

Classroom - Traditional - A classroom designed and equipped for an instructor to
lecture, lead group discussions, conduct paper and pencil tests and use instructor con-
trolled audio-visual aids.

Filmstrip Projection System With Audio - A sound filmstrip projector represents a
family of audio-visual devices using single frame visual filmstrips with sound on magnetic
tape or records. Visuals and sound may be manually or automatically synchronized, or
be completely independent of one another. Commercial equipment options include front
or rear screen projection, remote and stop action capability, and cartridge loading models.

Filmstrip Projection System With Audio and Adjunct Equipment - A system for
presenting information via a filmstrip projector and synchronized audio tape or film
sound track. The use of adjunct equipment with the AV media provides the capability
for a variety of ““hands-on”’ training tasks to be performed.
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} Motion Picture Projection System - Commercial, 16MM and Super 8MM Films -

A motion picture projection system implying the use of professionally prepared commer-
. cial 16mm or S-8mm sound motion picture films for training. Appropriate 16mm or
] S-8mm projector and projection screen are included.

3 Motion Picture Projection System - Low Budget 16 MM and Super 8MM Films -

3 A 1notion picture projection system implying the use of locally produced sound motion
picture films for training. Such films are acceptable for training, but often lack the pro-
fessional quality of commercial films. Appropriate 16mm or S-8mm projector and pro- 1
jection screen are included. 1

Microform With Information Mapping, and Audio - The theoretical configuration
of a training system to support individualized instruction composed of microimagery in
an information map format, a microform projector, an audio tape in a cassette and an

| audio cassette playback unit.

Instructional Kit With Instructor - A teaching kit designed for specific subject area 4
instructional support. Kit allows the instructor to use a varied or multi-level teaching ;
strategy approach to instruction by including appropriate visual aids, audio tapes, models, |
charts, demonstrators, reference and test materials.

Instructional Kits for Trainees - A modular instructional kit designed for students J
that contains all materials required for u segment of instruction. Kit may contain pro- ;
grammed instruction, audio visual materials, tools, materials, typical samples, reference
materials, and testing materials as appropriate.

Overhead Projection System With Instructor - A system consisting of a horizontal
stage projector designed to use a vertical throw for focusing an enlarged transparency
image upon a projection screen. An operator is normally required to change the
transparency and furnish verbal commentary.

Sound Slide Projection System - A system for presenting information to means of
an audio tape and a series of synchronized projected visual slides. The use of adjunct
equipment allows the system to be used in support of ‘“hands-on’ training.

Teaching Machine - Branching, Still Visual With Audio - An instruction device ccm-
posed of large step multiple choice programmed instruction frames (still) with synchronized
sound and a manually controlled device to select, sequence, and display program frames
in an order dependent upon the trainee’s last response.

Teaching Machine - Branching, Still and Motion Visual With Audio - An instruction
device composed of large step multiple choice programmed instruction frames (still and
motion) with synchronized sound and a manually controlled device to select, sequence,
and display program frames in an order dependent upon the trainee’s last response.

Teaching Machine - Branching, With Adjunct Equipment - An instruction device
composed of large step multiple choice programmed instruction frames (still or motion
with or without audio) with a manually controlled device to select sequence and display
program frames in an order dependent upon the trainee’s last response. Associated
with this equipment is a second piece of equipment, such as a mockup, which is the
subject of instruction and is operated according to instructions from the basic teaching
machine.
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Teleconference System - A telecommunication system that allows audio and visual

two-way communication between two or more remote locations.

Television - Cable (CATV) - A hybrid CCTV system offering selective, multiple
channel, encoded programming to cable network patrons. A typical system consists
of a signal receiving antenna system for the master station and relay of amplified signal
channels via area substations to system subscribers. Programming may also be generated
and transmitted between substations offering multiple options for conference or training.
Programs are encoded for privacy and control of viewing audience.

Television - Closed Circuit (CCTV) Without Feedback - CCTV without feedback is
an electronic transmission system for images and sound using a coaxial cable distribution
system. System design includes one or more studios or control rooms, a signal distribu-
tion center, and signal distribution cables terminating in reception areas equipped with
receiver/monitors. Off air, live or video taped programs may be used.

Television - Portable Video Tape System - A low cost video tape recording and
playback system which is self-contained and portable. Typical systems consist of one
or two mobile vidicon cameras, small scan video tape recorder (B&W) and a monitor
received. Immediate area programming and open broadcast reception and recording is
standard.

Carrel - AV Equipped - A small enclosure or alcove incorporating a desk used for
individual studies, supplied with audio and visual materials and supporting equipment.

Carrel - Laboratory - A small enclosure or alcove incorporating a desk, to be used
by one or two trainees and equipped with a set of special tools and materials for carrying
out a hands-on learning event. It may include audio-visual systems.

Computer Assisted Instruction (CAI) - A form of individualized instruction that
employs a digital computer technology to manage and display information to a student,
accept student responses, provide knowledge of results, and select subsequent learning
events.

Computer Assisted Instruction - PLATO IV Basic Configuration - An individualized
computer based teaching system being developed by the University of Illinois at Urbana-
Champaign, and includes up to 4096 terminals, a communication network, a central com-
puter and the author language TUTOR.

Computer Assisted Instruction - PLATO 1V, Basic Configuration and Audio - System
includes basic configuration of PLATO IV plus a random access audio playback system.

Computer Assisted Instruction - PLATO IV, Basic Configuration With Adjunct
Equipment - Includes the basic terminal with externally connected auxiliary equipment.

Computer Assisted Instruction - PLATO IV Basic Configuration With Adjunct
Equipment and Audio - The basic terminal with externally connected auxiliary equipment

includes a random access audio playback system.
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Instruction (CMI) - A computer has the required instructional
design program. I4f€an receive information about the student behavior from terminals on-
or off-line and give him information about his achievement. The design normally gives
instructiors for changes which are indicated by student response and may drop him to
eg,sie(exercises or automatically cycle him to a higher response exercise.

CMI - CAI TICCIT - A system designed by Mitre Corporation and programmed by
Utah State University which can both manage student instruction and/or provide full
o instruction.

Computer Simulation

Computer Simulation - On-Line - A trainee station equipped with a computer termi-
nal in which the trainee operates in direct interface with the computer as part of the
program loop. By his inputs, the trainee determines his allowable performance parameters
and discerns the effect of his inputs upon the system being simulated.

Computer Simulation - Off-Line - A trainee station equipped with a computer termi-
nal enabling a trainee to select a computer simulation program, enter his own variables
(batch processing) and run the simulation to determine the performance of the simulated
system under a variety of conditions.

GAME - Computer Simulation, Solitaire, With Visual Display - Any contest,
governed by rules, between a single player and a computer with visual attachments where
the contest is a dynamic model of some real world system or event.

Operationa! Equipment With Manuals - A unit of operational equipment being used
for instructional or training purposes with its supporting technical documentation such
as operator’s guides, maintenance manuals and parts lists. May be an electronic black
box, rifle, or truck. Usually associates with individual training leading to team training.

Operational System - Real Environment - An operational system used for training
such as an aircraft, ship, or track vehicle. Part task, in conjunction with or independent
of normal operations. A performance aid is inherent in trainer usage.

Operational System - Synthetically Simulated - A device, machine, apparatus, or
paper model that synthetically reproduces a condition or conditions of an operational
system. It may or may not physically represent the operational system, but will func-
tionally allow an individual or crew to practice operational tasks in accordance ith
training objectives.

Operational System - Synthetically Stimulated - An operational system that is used
for training by interfacing input equipments in the form of tapes, black boxes, or com-
puters. Such input equipments present programmed data to the operational system
allowing it to be used for training or evaluative purposes., May be used for part task,
full task, sub-team, multi-team training, or combinations thereof. A performance aid is
inherent in trainer usage.
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Procedure Trainer - Training hardware designed for basic training, familiarization or
transition type procedure training for normal, alternate, and emergency operation of
operational hardware. Trainer systems respond appropriately to trainee inputs but to a
lesser degree of fidelity of performance than is required for simulators. May be used for
various combinations of part task, full task, subteam, team, or multi-team training.

Procedure Trainer - Adjunct Displays and Logic - Training hardware designed for
basic training, familiarization, or transition type procedure training for normal, alternate,
and emergency operation of operational hardware. Trainer systems respond appropriately
to trainee inputs but to a lesser degree of fidelity of performance than is required for
simulators. May be used for various combinations of part task, full task, sub-team,
team, or multi-team training. Adjunct displays and logics may include scoring attach-
ments, adaptive control, automatic demonstrations, enhanced displays, automated briefing l

and debriefing capability, automatic coaching, remedial exercise prescriptions or follow-on
assignments.

Simulator - Training hardware that is designed specifically for training purposes to
simulate operational equipment/systems or portions thereof, and which simulates the
operational environment in a training situation. When operated, it becomes a dynamic
model of the appearance and performance of selected aspects of the operational
equipment/system. May be designed for part task, full task, sub-team, team, multi-team
training or combinations thereof.

Simulator - Adjunct Displays and Logic - Training hardware that is designed specifi-
cally for training purposes to simulate operational equipment/systems or portions thereof,
and which simulates the operational environment in a training situation. When operated,
it becomes a dynamic model of the appearance and performance of selected aspects of
the operational equipment/system. May be designed for part task, full task, sub-team,
team, multi-team training or combinations thereof. Adjunct displays and logics may
include scoring attachments, adaptive control, automatic demonstrations, enhanced dis-
plays, automated briefing and debriefing capability, automatic coaching, remedial exer-
cise prescriptions or follow-on assignments.

Specimen Sets - An instructional kit containing samples of similar items, liquids
or materials that may be tested or evaluated for identification, quality or type.

Physiological Trainer (Hostile Environment) Visual - A training device designed to
place controlled stress on the human visual systems, through the use of physiologically
and/or psychologically adverse or low threshold visual signals, to enable a trainee to
learn to function in this adverse environment.

Physiological Trainer (Hostile Environment) Surface and Internal Senses - A broad
category of training devices designed to provide the cutaneous, kinesthetic, and olfactory
sensors with pnysiologically and/or psychologically adverse signals, to enable a trainee to
function in adverse pressure, temperature, pain, or disorientating motion environments.

Visual Only

Filmstrip Projection System - A single frame projector or attachment thereto that
will accept a filinstrip format and project the film images upon a viewing screen. See:
Sound Filmstrip Projection System.
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Microform With Information Mapping - Micro-imagery, such as microfilm, used as a

medium of introduction with the additional requirement that each block of information
be clearly identified as introduction, overview, test, review questions, index, and other
discrete titles, and that each type of information be positioned in a standard location
within the medium format.

Microform With Information Mapping and Adjunct Equipment - The theoretical
configuration of a training system to support individualized instruction composed of
microimagery in an information map format, a microform projector, and a piece of
auxiliary equipment, such as a mockup, which is the subject of the instruction.

Slide Projector System - 2 x 2” - A class of single frame picture projectors that
will accept a standard 2” x 27 slide and project the contained image upon a viewing
screen.

Simulation - Paper - The representation of selected dynamic characteristics of a
system through the use of charts, tables, static photographs, drawings, and lists of per-
formance characteristics under specified conditions. This information is presented in
such a way that the trainee can study the initial performance of the system, change
inputs to or elements within the system and note changes in the performance of the
system.

Teaching Machine - Linear, Still Visual - An individualized instruction system com-
posed of a fixed linear sequence of small step programmed instruction frames (still)
and a manually controlled device to display the information.

Teaching Machine - Branching, Still Visual - An individualized instruction system
composed of large step multiple choice programmed instruction frames (still) and a
manually controlled device, to select sequence and display program frames in an order
dependent upon the trainee’s last response.

Print Materials

Case Study Folder - A folder of detailed background information on a problem
requiring a decision or plan of action; to be read by the trainee prior to his (1) making
a decision on how to resolve the issue, and (2) participating in a critique on various solu-
tions. Various forms of folders are used in support of such methods of instruction as
the Case Study, Incident and In-Basket methods of management and leadership training.

Flash Cards - A set of cards designed to be used by an instructor in front of a group
of trainees to drill the group in the recall of memory type information.

Printed Materials - Handouts - Handouts are a class of printed materials issued to .
a student for his use and retention to augment regular instructional materials. They are
usually instructor prepared, machine copied materials of one or two pages highlighting
specific topics or updating existing materials.

Printed Materials - Performance Aids - Performance aids are a class of printed
materials that aid in job performance by providing data that should not be committed
to memory, such as checklist routines, tables, equipment test tolerance matrices, and
the like.
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Printed Materials - Reference Books - Reference books are a class of printed materials
used to identify certain facts or for background information such as dictionaries, encyclo-
pedias or technical poublications.

Printed Materials - Reference Charts - Reference charts are a class of printed material
pictorially or geographically displaying data used to identify certain facts or for back-
ground information. Included are data charts, schematic diagrams, topographical maps,
and the like,.

Printed Materials - Self Scoring Exercises - Self scoring materials include exercises
and quizzes used in conjunction with standard curriculum, programmed instruction or
independently. The class includes electrographic or mark sense materials scored by keys
or computer, punch mark and other mechanical score indicating equipments, chemically
scored materials, etc. that have the capability of providing near immediate student feed-
back without the use of prolonged scoring procedures.

Printed Material - Workbook - Workbooks are a class of printed material used to
augment or replace regular instructional texts by providing a mix of text information
and practice exercises within a single book or manual.

Printed Material - Textbook - Textbooks are a class of printed material dealing with
a subject of study, intended for use at a specified level of instruction and used as a
principal source of study.

Programmed Text - Branching - A printed text containing frames of information
and multiple choice questions concerning the information, organized in such a way that
the trainee’s choice of response directs him to remedial frames or advanced material, as
appropriate. The material is carefully sequenced, tested, and revised to ensure that a
specific student population will achieve stated behavioral objectives with a predetermined
level of success.

Programmed Text - Branching With Adjunct Material/Equipment - Used with adjunct
materials or equipment, a wide range of training application is available.

Programmed Text - Linear - A printed text containing a fixed sequence of small
frames of information usually in the form of questions requiring the trainee to construct
a simple written response, which is immediately evaluated. The material is carefully
sequenced, tested, and revised to ensure that a specific student population will achieve
stated behavioral objectives with a predetermined level of success.

Programmed Text - Linear With Adjunct Material/Equipment - Used with adjunct
material or equipment, a wide variety of training application is avaiiable.

Study Card Sets - A deck or decks of cards designed to present training information
to an individual student.

J.69
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Special and Non-Standard Items

Automatic Raters - Informal Training - A class of electro-mechanical response rating
devices used primarily for informal refresher type training. Typically, a gaming approach
is used to offer multiple choice type questions to the trainee. Immediate feedhback upon
answer choice selection is given in the form of right, wrong, or item score as well as
cumulative score.

Carrel - Dry - A small enclosure or alcove incorporating a desk, used for individual
studies, without audio-visual or laboratory equipment.

Do-It-Yourself Kits - A type of instructional kit containing instructions and materials
for fabricating a usable product. Such a kit offers practical ‘‘hands-on” training following
theoretical training.

Game-Manual Simulation - Any contest between teams or individual players,
governed by rules, where the contest is a dynamic model of some real system, and is
played without the aid of a computer using gaming techniques.

Game - Manual Non-Uimulation - Any contest between teams or individual players,
governed by rules, where the contest is not a dynamic model of some real system, and
is played without the aid of a computer.

Game - Computer Supported Simulation - Any contest, governe ' by rules, between
teams or individuals, where the contest is a dynamic model of some real system, and
a computer is used in performing some of the calculations necessary for the operation
of the model as in computer supported war gaming.

Logic Trainers - A class of trainers that synthetically allow electronic, mechanical,
fluid, or gaseous conceptual system logic training without the use of actual hardware.

Mockups, Panels, and Demonstrators - Dynamic - A visual training aid that allows
an instructor to demonstrate manipulative principle, movement in time or space, steps
of a procedure, linear effect within systems or changes in condition of equipment or
systems through one or more operating phases.

Models and Static Mockups - Small Scale - A three-dimensional training aid built
to scale and representing operational equipment. It may be a solid or cutaway model
capable of disassembly by which spatial and/or sequential relationships are represented.
Also included are layout models, recognition model sets, and terrain or topographical
models.

Mockups, Panels, and Demonstrators - Static - A training aid used to demonstrate
relative shape, size, composition or function of an object or system by a visual-cognitive
process performed by the trainee. Such non-moving, real or ‘“‘scaled” aids include cut-
away models, diagrams, blow-apart hardware displays, etc.
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JOB AID FOR
REVIEW AND SELECTION OF EXISTING MATERIAL

ISD 111.3

Manual

E This is the 11th in a series of ISD Job Aids for use in instructional design and

i auevelopment. This volume is to he used as a supplement to the primary document

i “Job Aids: Descriptive Authoring Flowcharts 1SD 111.3 Review and Select Existing

! Material.” The flowchart document will direct you to specific guidance, examples,
and references provided in this volume. If you do not have the primary flowchart

f document, request it from your supervisor.

|

. The wording in this manual should not be construed 10

! discriminate between the sexes. In order to avoid a

E repetitious use of the terminology, ‘“he/she,” the terms,

E “he,” “him,” and “his,” as well as “‘men,” are intended

' to include both: the masculine and femiiune gender. Any
exceptions to this usage will be so noted.
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START

Have
You Read the
tothe Use™, M°

ot Job Auds
”

to block 3

ISD [11.3 Review/Select Existing Material

* This introduction provides the user wath instructions
on the basic structure of the Job Ards and guidance

for ther

& Retoc ta latrcduction




e

from block 1 and 2

Have You

Used This Job Aud

Before
k)

» QOverview includes
Yes - Goal

Want 10

See an Overview of ~ Objectives
the Job Aid Product
3 - Major Steps
\ No - Warksheets Used
5
Dvem:w o! Review/ \“ ® For detailed overview. see below
Selert Fueeting Mareria)

JB“ ]

to block 6

What 45 the Review and Selectivn of Existing Materials
Job Aid all about?

e GOAL

The purpose of this job aid is to help you evaluate existing materials in order to
determine their usefulness in your training program.

Since the cost of developing new materials is so high, your goal is to retain as
many existing materials as possible. These can be incorporated into a new
course just as they are, or after revisions have been made.

s OBJECTIVES

1. Given a set of existing materials, analyze the materials to determine if the
materials, parts of the materials, or revised versions of the materials will be
useful for the instruction you are developing.

2. Given the appropriate worksheets and instructions for filling them out,
document the materials examined and the ontcome of the examination.

e PRODUCTS

This job aid will result in a list of all existing materials which have been con-
sidered for use in your course development activity. Each item of material is
evaluated as to whether it should be accepted or rejected for use in your course.

If the material is to be accepted suggestions for revisions (if needed) are documented,

Each item is therefore clussified as:

a) accept for use without revision
b) revise for use
c} reject

K-4




e OVERVIEW OF MAJOR STEPS IN REVIEWING AND SELECTING
EXISTING MATERIALS

Step 1.

Step 2.
Step 3.
Step 4.

Step 5.

Step 6.

Identify potentially useful materials from sources such as:

a. references identified in the job aid (listed on Reference Review
Sheet A)

b. DA Pam 611-11 or 611-12

c supervisors

d. other subject matter experts

e your own personal experience in the area
Obtain references

Identify and record specific items of material identified in the references

Examine each item of material in terms of how well it matches with:
a. trainee characteristics

b. learning guidelines

c. proposed delivery system

¢ proposed management plan

If examination indicates material is useful but would require revision,
consider whether revisions would be less costly to make than to develop
new material.

On the basis of Steps 4 and 5, above, determine and record whether
items of material should be:

a. accepted as is
b. rejected completely

c. revised—speciflic suggestions for revision are recorded




T

~® WORKSHEETS USED

— The tables on page K-7 thru K-10 are samples of Rel :rence Review Sheet A
(froni and back) and Reference Review Sheet B (front and back). The front
side of Shicet A and both sides of Sheet B have been filled in to show how
the forms look when completed.

e DESCRIPTIVE FLOWCHARTS

— The flowchart on pages K-46 and K-47 shows the steps in the use of the Job
Aid for Review and Selecting Existing Materials. The flowchart will be useful
to you in getting a clear picture of the overall process used in this job aid. A
more completely described flowchart is provided in Job Aids: Descriptive
Authoring Flowcharts, (ISD II1.3 Review/Select Existing Material).
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Table K-7

Completed Reference Review Sheet A (Front Side)

ISD 111 3 Review/Select Exist

ng Matenals

REFERENCE REVIEW SHEET A

{RR Sheet A}

moscose_JT H
Skill Level l e

ate__ [/ //%/78 . _.
SOW NamﬁEC‘zlg g Sgg’;p_‘__

Instruction Under Dmlonmm‘LMA_ALt vi }A‘L&_ﬁ_znﬂl_

SECTION |.  Army References

Present Army Coursels) {11 any) _Cam_b_g ,Sg_gfor L:fnn_tra_ U

Army References to be Examined Comments
Anoguncement ot US Army Carrespantence Courses DA Pam 351 20
A¢my Carrespondence Course Program BA Pam 350 2 R
Ingex of US Aumy Moton Pictures DA Pam 105 1
Incersennce Forma. Schuol Traning tpe DOD Cowilian and Military Pevsuvu\el Atmy Regulatan 351 9 Qhec Ked ovt
| USAF Correspondene Courses DA Pam 350§ - o
Biblugraphy of Techr cal Manuals  TM3104 }
B \bliography m F.eld Mammls TM31D 2 4
TEC Mdnual
| Indicect Fire Injﬁ*rjﬂ wa - AZD-262-5107 out oF prine oL _ j
| Bastlefreld Survival TQ()"'I}!G.L -HT70-440-3722 o I
L R _ T R PR —
Lo . - 1
SECTION 11, References trom Other Services to be Examined Comments
Occupanunal Specuatty Code A Farce Moae Novy 1_3__5 Mo O3
|Catalog of Mﬁu,yI’:ALlﬂj Courzes - MAVEDTRA 10500 , U
Mayisie Corpx FormalYScheol Carglag~/MCO~PISOD 1aF _
Marire Corps Ingtitvre Handboox $MEO-PISSO I H
[~ ]
- —
- -
SECTION (1t Other Reterences to be Examined Comments
U-S. Govsemmans Films A C@fq/oj of Motion Bictures o]
| and Filmserips o
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Table K-8

Blank Reference Review Sheet (Back Side)

Raferences 1o be Examined

]

I
I
%A, _
-
P
-

I
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Table K-9

Completed Reference Review Sheet B (Front Side)

Page_ [ o[ _ pugm

ISD 111.3 Review /Select Existing Material

REFERENCE REVIEW SHEET B

(RR Sheet B)
MOS Code_ (T H Date__///20/ 78
L8 T —_— _
' Skill Level _{ Your Name_SFC John Sco
Cot. 1 Cal 2 Egg:ﬁuie Lot 4
References ifrom RR Sheet A) Materials {e.g. name, number, etc.) \n Depth? Comments
DA P 357-20 Comba+ » Fortified Araes K 30-7151 N Ut of -prige
L . The Rifle Com,:m], Platouns and Spuads B5a Y elCept
M How +v Use & Compess H53-332 Y revise 1
102 Ca 1081 Night Vision Techniguas TF 7- 4121 Y revise
_ The brmy Pashfinder TF2-4117 N rejcct |
| Lonrd A/AVI{O*/M "J Terrarm Featwes Y fcceps
S, TF 7- %24 R
| DA Pan 3504 none
Im 3/34‘1_ ,:ji LNnene q
: [Tm 300-2  _ _ |Plep Readiny FM 21-2¢ y eccapt ]
L ATQPDJ’QPI,& SJ’-LH; Fn ai-30 N rejech
- -1
| TEC Manvad [ Introductron o Land Nw.aul—rm Y Cecept
. 930-07/-0013%-1
tHLa~L]"@;}j;7 same y . revise _
M;fforﬂg _loso0 Celessial Nu,[]w'o-, portl, 3hdes 10735 1Y/ | acceps Aj
AC_&;RI 500 RF vill Tnspratwr Course HY40-STB Y revise ’ T :
| Meo- PI 550 1H Scout- Snipae Course HYS5-SI1P Y re et
.5 Gowve Films Rattle Frald Svrvivel 350-22T- &/00 L4 reject :
L o N




K-10

Table K-10

Completed Reference Review Sheet B (Back Side)

Name of Materiel Suggerted Revisioms

'y ¢ as chgﬂ’s From am e

MNight Vision Tachnrgues 463 /S theough Q3 ergard commentacy

| Bawthesicld Suevivel Technrgear reduce. UDCC‘u'uJ Joend (1 3¥ening)

Deitl Znstructor Cowse Tfedece rumhi laved _ add illvstrations

—_— ] - N — _—
s S —
[E— V‘ o — —
_ . - e ]
I ~ .
. R, -

L + - — S — — e
— — - = 4 _——— =
- + [N
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from block 4 and 5

1dentity the Tyne of & Types of instruction may include

Instruction You Have - acomplete resident course one or mare modules

Been Assignad to I - 3 correspandence course - a TEC lgsson E
Develop - gne Of more lessons etc ’

® For further guidance, see below

to block 7 F

Why 48 the type of instruction important?

¢ Prior to the actual identification and examination of potentially useful items of
instruction material it is important for you to have a clear picture of the type of
instruction that is to be developed. This will include such things as:

A list of the tasks to be included in the instruction

Job performance measures (performance descriptions)

Clearly stated learning objectives for each task

An understanding of the entry characteristics of the student population

® a0 op

What delivery system(s) is to be used for the instruction (e.g., lecture,
demonstration, TEC lesson, film strip, etc.)

f. Etc.

o After identifying the type of instruction that is to be developed and obtaining
a clear picture of what it should include, you are ready to begin searching for
materials that may be useful, with or without modification, in the instructional
development process.




from block 6

Obtain Reterence o Reterence Review Sheets are contained i puckel at ihe back of Manuat
Revew Shests (AR) « For exampls o what compieted RR Sheet A laoks Iike see Manuai
page K Tand K §
: flecord on Tap ol o Exampie see beiow

b RR Sheet A
t MOS Code  Name
: Skt Level  Date !

Instruttion Under Deveiop

to block 9

What does RR Sheet A Look Like when Ldentifying
information has been recorded?

Example:

ISD III 3 Review /Select Existing Matenals

REFERENCE REVIEW SHEET A

~ TRR

Moscode /T H Date (4/_/121 L N
Stoll Lovei___ [ Your N'"".QEC.MQ_&_‘AL
Instruetion Under Development L anal l%gf"t:m for z.nf‘g'lﬁfm‘n

SEC roty Heterences
Prasent Army Coursels) tit any)

Army References t0 be Examined Comments

Announcement of US Army Correspondence Courses — DA Pam 351 20

Army Correspondence Gourse Program - DA Pam 350 2

- : P =
Index of US Army Moton Pictures DA Pam 1

taterservice Formal Schovt Training tar DOD Cvilian and Mittary Personnel  Army Regulanon 351 §
USAFi Correspondence Courses DA Pam 350 6 ’ T i
L Bebliagraphy of Techmea Manua}s !M]IDAW o
Bibliography of Freld Manuals  TM310 7
R ’
A

—

SECT
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from block 8

tdentity and Record Name ® Al the pissent time these tasks may be trained (n one or Miyre caurses
of Existing Army Coursals] # 30, namels) of Coursels) is recorded
tor tie Tasks You Wish 1o o For example, see below.

Toan
|Section 1, AR Sheet A|

to block 10

What does RR Sheet A Look Like when the name(s)
0§ present counse(s) 48 nrecorded 4in Section 17

Example:

ISD 111 3 Review /Select Existing Matenals

REFERENCt REVIEW SHEET A

{RR Sheet A}

moscom_ [TH . e

kil Levei [/ -
trstruction Under Deveiopment L@ nd NMavigatien for Infantrymen
| ECTION T Army Reterences

Announcement of US. Army Correspondence Courses DA Pam 39120

Army Correspondence Course Program DA Pam 350 2

Index of US Al;ﬂv Mhllul; h;‘u;;r 7DAH7'FBV{ - . ) o o T - ’ - a i o T
Interservice Farmat Schugt Traming for 00D Cwihan and Mibitary Personnel  A-my Reaulation 3519

USAFI Corvespandence Courses DA Pam. 3606 T Y
| USAF! Lovcespandence Courses DA Par 3508 . s e ]
Bibliography of Technical Manuais  TM3104

[ Bibliogaphy of Freld Manvals  TM3102
TEC Manual




from block 9

« RR Sheet A includes standard Army references that should be examined

Identity/Record Other
;’:"" RI""’"" « Any additiona! sources of appropriate Atmy matenial are added to Sectian 1 of
tevials RR Shees A

tSection 1, AR Sheet A
® For heip i dentitying an:  ccording additeonal sources ot Army matenal,

see below

to block 11

How do 1 identify and record Anmy neference materials?

e Identifying Army References Materials:

There are standard references that should be checked in order to identify
material related to the tasks to be included in the instructional material you

are developing. These references are shown in Section I of the Reference
Review Sheet A. These references should certainly be examined. Other sources
of potentially useful materials will include:

a. instructional materials used for other Army MSs which may include tasks
similar to the ones for which you are developing instruction. Check with
personnel working in these similar MOSs to identify potentially useful
material.

b.  your supervisor, peers, or your own past experiences.

e Recording Army References:

~— Space has been provided on RR Sheet A in Section I for recording other
Army references. If additional space is required use the back side of
RR Sheet A.

ey i tny
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What does Reference Review Sheet A Look Like aften
Aumy neferences have been hecorded?

Example:

ISD 11l 3 Review /Select Existing Matenals

REFERENCE REVIEW SHEET A

t (RR Sheet A}

moscose_ (9H o ose_{1/0Y 20
skill Levet___/ Your Neme SEC Joha Sceppa

fstructicn Under Cevsiopment_ L gnd Aaw igation for M‘n"}m
L

SECTION 1. Army References
] Prosent Army Coursets) (f aoyl_Combat Jkills of #he Soldier

e —
/ Army References to be Exmlmd\ Comments
Announcement of US Army Correspandence Courses DA Pam 351 20 5

Army Corcespandence Course Progeam - DA Pam 3502

Index of US Army Monon Pctures - DA Pam 1081

[ Ierserace Format Schoot Traming for 00D Criran and Mibtary Personnel  Aimy Regotavan3st9\l —— ~ ] i
. T A it . RS | S S ——

USAF! Carrespandence Courses DA Pam 50 B

Bmhwln;w of Techical Manuals - TM3104 J

Bibliography of Freld Manvals  TM3102
e T
| Indirect Fire Infantryman- A20-243-51072. _ [/ | I
}_Buﬂlgﬁ'ﬂ Survived Technigoes - HTO-4¥0-4 727 o

SECTION 11: References from Other Services to be Examines
Occupanonal Specialty Code A Force L

..

K-15
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from block 10

Obian DA PamB11-11 o DA Pam 611-11 provides necessary informanion lor converting Army MOS's
00D Occupstionat nto Air Force, Navy, and Manne equivalents.

@ DA Pam 611-11 replsces DA Pam 81112 1t 611 11 15 not avaslable,
0A Pam 61112 can be used

@ Foc turther & 1planation, see below.

Convarsion Table

to block 12

What is DA Pam 611-11 and where can 1 find Lt?

e The DoD Occupational Conversion Table is a compilation of all enlisted occupa-
tional specialities in use in the Armed Services, arranged under common DoD
occupational groupings and a numerical coding system.

e DA Pam 611-11 Department of Defense (DoD) Occupational Conversion Table is
available through your supervisor, MOS library, or school library . *

Why 45 DA Pam 611-11 Amportant?

e If an occupational specialty appears under one or more services, you can be
almost certain that those services have an appropriate training program for
that specialty.

e If training programs exist for that specialty, then training materials also exist
for those programs.

e Training materials that other scrvices provide may be of use to you, therefore,
DA Pam 611-11 is important.

*DA Pam 611-11 replaces DA Pam 611-12, If 611-11 is not available, DA Pam 611-12
can be ased.

o 28 A N QTSSO S boTh,
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from block 11

Og You

Know How tc Use

DA Pam 6111t
3

Yes

Guidance in Using
DA Pam 61111 -
December, 1977 Version

to block 14

® For gudance 1 using DA Pam 611
see technical notes a1 baginning of
pamphlet.
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from blocks 12 and 13
14 I

Examine DA Pam 611 11
10 identity Any Servicels)
With Occupational
Specialty Simiar 1o k-
Army MOS X

I

to block 15

K-18




from block 14

1 or More Service

Have Similar Decups

bonal Spetialty
?

Record Occupational ®» This code designanion wall a:d in the later
Speciaity Cades tor Other search for appropriate matenals fram
Services othet services.
ItN R " -

! one, Recurd “None o Example. see below

[Section 1, RR Stiget A}

to block 18 to block 17

What does RR Sheet A Look Like when occupational
specialty codes forn other services have been
reconded?

Example:
marryman - AZ0-2¢2- 5/07 _ -
astel Durvivel .Tié)ru;m:HTH W40 -3222 | . . _____ I
b . o RS
f-o— - — . — o
SECTION |1: References from: Other Services to be Examined Comments
Occupational Specialty Code  Av Furce Alone, = Nevww 950§ Marnes & 37/

SECTION 11: Ot




from block 15 from block 16

{dentity and Record » Foratst of standard reterences trom other
Appropnate References services and quidance i1n cecording same,
for Othes Serwicels) see below.

1Section 2. RR Sheet Al

to block 18

Wherne dn 1 §ind the neferences for other services
with similarn occupationul specialities?

o ldentifying References from Other Armed Services:
A partial list of standard references from other services is provided below:
SOURCES OF TRAINING COURSES AND INSTRUCTIONAL MATERIALS
Air Force

Extension Institute Catalog and Guide. ECIRP 50-1. Extension Course Institute
Air University, Gunter Air Force Station, Alabama, 1974,

Instructor’s Guide to Survival Triining Films. ADTIC-PUB-G-111. Arctic-Desert-
Tropic Information Center, Air University, Maxwell Air Force Base, Alabama.

Mather Air Force Base Learning Center Catalog. Headquarters, 323d Flying
Training Wing, Mather Air Force Base, California, 95655, 1973.

USAF Formal Schools Catalog. AFM 50-5. Headquarters, U.S. Air Force,
Washington, D.C., 20330, 1973.

NOTE: Additional Sources comprise USAF Study Reference Lists, Specialty
Training Standards, and Career Development Courses.

Marines

Basic School Extension Catalog. Director, Extension School, Education Center,
ICDEC, Quantico, Virginia, 22134.

Manne Corps Formal School Catalog. MCO-P1500.12F. Headquarters, United
states Marine Corps, Washington, D.C., 1973.

\Marinee Corps [nstitute Handbook (12th Edition). MCO-P1550.1H. Director, Marine

‘natitute, Marine Barracks, Box 1775, Washingten, D.C., 1973.




: Navy

Catalog of Navy Training Courses {Vols. I, II, and III). NAVEDTRA 10500.
Chief of Naval Education and Training Support, Pensacola, Florida, 32508, 1974.

Documentary Film Catalog (Revision No. 1), NWC-TP-4784-REV-1. Commander,
Naval Weapons Center, Cuwa Lake, California, 93555, 1971.

Films on Oceanography. Catalog Series, NODC-C-4. U.S. Naval Oceanographic
Data Center, Washington, D.C., 20390, 1963.

Motion Picture Catalog of Films Available Through the External Relations
Group Motion Picture Project. TG-533A. Commander, Naval Air Systems
Command, Washington, D.C., 20360. Attention: AIR-604A1, 1966.

What does RR Sheet A Look Like agter neferences
grom othen senvices have been necornded?

Example:

SECTION 1: References from Other Services to be Examined
Occupational Specialty Code A Force 44[& Novy 505 Manes @3¢
<ﬁu_9__nf_l\(n. Trainiz v ses ~NVAVED TRR /05!

Morre Corps Formal SchoolCaralop- Mco-PIs00, 12F
Marme Corps Tnstitvte HandbooX-McO-PIS50. I1H

=
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from blocks 15 and 17
18

Identity/Record Appro-
pndte References Fi m
Other Sources

{Secton 3, AR Sheet Al

@ For alst of potential references and guidance 1 recarding same, see beluw

to block 19

How do 1 identify and record references grom

othen sources?

e Identifying References From Other Sources:

— A partial list of references from other sources (e.g., government, civilian, etc.)
is provided below:
OTHER FEDERAL GOVERNMENT SOURCES

Educational Resources Information Center (ERIC), National Center for Educational
Communication, 400 Maryland Avenue, Southwest, Washington, D.C., 20202.

National Referral Center for Science and Technology, Library of Congress, First
and Independence Avenue, Southeast, Washington, D.C., 20540.

Report Bibliography. Defense Documentation Center, Defense Supply Agency,
Cameron Station, Alexandria, Virginia, 22314.

U.S. Government Films: A Catalog of Motion Pictures and Filmstrips for Sale by
the National Audio Visual Center, National Archives Publication No. 70-3.
National Archives, Washington, D.C.

OTHER GENERAL SOURCES

Directory of Educational Information Resources. Com Information Corporation,
New York, 1971.

ERIC Document Reproduction Service (EDRS). Leasco Information Products,
4827 Rugby Avenue, Bethesda, Maryland, 20014.

ERIC Clearinghouse on Educational Media and Technology. Institute for Com-
munication Research, Stanford University, Stanford, California, 943086.

Educator’s Purchasing Masters (Vol. I). Instructional Materials, Fisher Pub-
lishing Co., Englewood, Colorado, 1971.

New Educational Materials, 1970. Cit:.lion Press, New York, 1970.




What does RR Sheet A Look Like aften the references
grnom othern sounces have been reconded?

Example:

—
SECTION H: References from Ou.

Qccupanonal Specialty Code A« Force

,SECTK)N {(1: Other References to be Examined
- - -

U.S. Governmant Filons: A Coteleg of Movion Pervras ||

K-23
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from block 18
—_ 1
Have RA Shest A ® When all the possible references have been added 10 RR Sheet A, 1 1; reviewed 1
Rivicwed for Completeness o see »f ali potential sources have been tappec 1
| a8 Accuracy ® Saurces for review would nclude supervisor. peers and’or instructors 4
— ;
{
to block 20 ;
i
3
i
4

e




from block 19

20

" Did
-~ You Record
“the Name ot a Preseny
Army Coursa in Section

| RR Sheet A

2

Obtan Pertinent » Matenai(s) may consist of hitms, tapes,

Material From Course(s} texthooks, graphs, prctures, aver head
Prujections, efc

» For guidance in obtaining mater:als,
ser below

to biock 22

How do 1 obtain the materials from an existing
course forn this MOS?

Materials may be obtained through your supervisor, MOS library, or school
library.

Obtain all the materials (e.g., textbooks, films, tapes, graphs, etc.) from the
coure and hold for further evaluation.

Remember, the purpose of this job aid is to:

Retain as many existing materials as possible!

Thus, the best place to start is with material that has already been used in a
course designed to train soldiers for this MOS.




from blocks 20 and 21

Obiain All Reterences ® For guidante in obtaining references, see below
Recorded on AR Sheet A

to block 23

How do T obtain ALL neferences reconded on
RR Sheet A?

® These references may also be obtained through your supervisor, MOS library, or
school library.

¢ Some references may be more easily obtained than others. For instance, you
should be able to obtain Army references in a short amount of time. References
from other services or other sources may take longer.

o Obtain all those references that are available in a reasonable amount of time
(e.g., 4-6 weeks).

o L

K.26




from block 22

r

24
Racord Reason for ® The reason for unavailability 1 recorded so
Unavadabitity that someone else working on this block in .
the tuture will not wo:te time looking for '
| Record Under ““Com reterences that are no tonger i1, print, etc i
!

meats”, AR Shee) A) o Example. see below

F—
to block 25

What does RR Sheet A Rook Like agten the reason ;
gon unavailability £is recorded? i

3 Example:
3
ISD 111.3 Review /Select Existing Materials ‘L
REFERENCE REVIEW SHEET A
: (RR Sheet A)
mMoS Cose_ [T M Date [M[llz[ e 4
Skilt Level__[ Your Name SFC Tohn Scoppa 1

Instruction Under Development L an d AMa vigation fuy Invantry men
74 JY s

SECTION I: Army References

Present Army Coursels) it any} _Combet SKillk of tha Soldier

Army Referances to be Fxamined

ol US Army C Courses - DA Pam 351 20

Army Correspondence Course Program - DA Pam 350 2

[ index of US Army Moran Prctures DA Pam 108

ant Miltary Pecsonnel — Acmy Reguiation 351

|~ Intersarvice Format Schoot Traming tor DOD Gk

Dsm Correspondence Courses DA Pom 350 6

Biblography of Techmicai Manuo  TMAN0 &
8ibhagraghy of Fretd Many-ts TM310 2
[ TeC Manuat

+ Fire Infantryman - B20:243:§707

SECTION ))- References from Other Services to be Examined Comments
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from biocks 23 and 24

F] |
Aecord ON AR SHEET B ® This block bagens the process of ying matecials for 10 the
Fiest/Next Avarlable nstruction being developec
Peference ® Work 15 now being done on AR Sheet B The Toliowing s also recorded
[Cot. 1. RR Sheet B} - MOS Code Daie
~ Skil Level - Your name
o Example see below
to block 26

What does RR Sheet B Look Like aftern the identifica-
tion information and a negerence have been recorded?

Example:

Pnrl "'l Pages

ISD 111.3 Review /Select Existing Material

REFERENCE REVIEW SHEET B

(AR Sheet B)
MOS Code /T H pate /207238
’ 7
Skill Lovel__/ Your Name SFC John Scoppa
Col. 1 Col 2 o 3 Col. 4
Refanncal {from AR Sheet A} Materials (e.9. name, number, etc } m‘;.m';:‘:, LComments

<

92 Pam 351/-20 J




-

from block 25

« Reterences are of two types:
1) Catalogs/indexes, etc.. these contan only
descriptians of material which will be oblained
Iater
2) hems of actual material: which wilt be examined
later.

s
This Refecence
 Catalog/index

otc.
3

il ldentity “Entries” in « For guidance on how to tind mateial in reference source, see below
Cataiog/index, etc. That

Appsar 10 be Approgriaie

to block 28

What are "appropriate" entries and how do 1
Look them up?

e Appropriateness of Entry:
— Appropriateness of the entry is based on the description of the material that
is given in the catalog.

- In order to judge the appropriateness of a piece of material from the descrip-
tion given, ask yourself the following types of questions:

1) From the description given, does the piece of material seem capable

of conveying the information that you need to teach one or more

tasks in your course?

— For instance, suppose the MOS is “Military Police,” then the following
description of a film may suggest a piece of material that initially
seems appropriate,

“TF 19-1806 Military Police Support in Amphibious
Operations (B&W—14 min—1953) Depicts the duties and
functions of the military police in support of a com-
bined amphibious assault.”

2) From the description given, does the piec: of material seem to zero in
on some aspect of what needs to be taught in your course?

— For instance, does your course need to train the skills with sheet metal?
Then the following description of a film may suggest a piece of
material that initially seems appropriate.

“MF 55-8525 Machine Methods of Forming Sheet Metal
\B&W—20 min—1955) (Adopted Navy film) How to curve
sheet metal and shape curved parts.”
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3) If the material relates to equipment, from the description given, is the
equipment currently in use in your MOS?

— For example: If you were reviewing a course for finance clerks
which explained the use of the manual adding machine, and your
learning objectives specified the use of the electronic calculator,
then that particular piece of material would not be suitable.

PERYP e A e O

4) From the description given, does the piece of material require equipment
that you know will not be available for training?

— For example: You are developing a course for a lab technician and
the material includes a specimen of a particular virus, which must be
viewed through an electron microscope. Such microscopes are unavail-

able, thus you cannot use that specimen.

5) ETC.

e Use of Catalog: i

— Since each catalog/index may differ in the way it is set up, there are several
ways of looking up material in which you are interested.

— Check the front of each catalog for guidelines on the use of that particular
catalog.

ey




from block 27

2
Record All Appropriste © Name, number, etc., of potentiai material s recorded so that matenal may be
Entnes (Name, No, 21¢.) obtained tor turther evaluation
® Example. see below.

| ;
i
to block 29 i
E A

What does RR Sheet B Look Like aftern names of
potential items of material are recordea?

Example:
Pm__!_ o ( Pages
ISD I11.3 Revirw /Select Existing Material
REFERENCE REVIEW SHEET B i
(AR Sheet B) b
mos code /G H oae___ (/) 20/ 78
Skill Level__/ Your Name_SFC Tohn Scoppa
Col 1 Coh. 2 (ool 8 Col.
3 References (from RR Sheet A} Materials le.g. name, number, etc.) o Depth? Comments
DA Pam 35/-20 ([ Combar in Fartifred freas H30-i51 S
- \The Rifs Company, Plavouns, sad Spueds B9 | - o]
- - Ny p - - - O ——
A \\\_’/ _ } ,ﬂ
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from block 28

Have
All Agterences Been
Recorded

Obtan Matenals Recorded
n Col 2 of RR Sheet B

o For guidance in oblaining materials, sée betow

to biock 31

How do 1 obtain the maternial necornded Ar column 2
0§ RR Sheet B?

e Materials may be obtained through your supervisor, MOS library, or school library.

¢ Some material (e.g., Army material) may be easier to get than others. Obtain
all material that is available within a reasonable iength of time (e.g., 4-6 weeks).

K.32
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from block 30

Were

Al Materials

Avaiigble
)

Record Reasan for
Unavastabdity

JRecord Under ““Com
ments”. AR Sheet 2]

——
! B

to block 33

« Exampie gee below

What does RR Sheet B Look Like aftern neason for
unavailability of materials is necorded?

Example:

/ o f Pages

Page

ISD 11i.3 Review /Select Existing Material

REFERENCE REVIEW SHEET B

(AR Sheet B8)
MOS Code__ /9 /M o b MfR0f78
Skill Lavel [/ o Your Name SFC John Sca a e
&x'
Cat 1 Cot 2 e 3 Cotd
Reterences (from RR Sheet A) Matenials ie.g name, number. etc ) m";:;:‘:, Comments }

| DA Pam 357-20 Combat in Forsi Friad Areas H 30-75¢

The R. e anp.ur Platvoms end S’v.d; ) B~
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from blocks 31 and 32
3

Scan Fust/Next
Available Matesials
[Col 1312 RR Sheet 8]

® This block begins the process of scanning matevial to determine if it should be
haid and sxamined in depth at » Iater time.

o For guidance, see betow.

to block 34

How do 1 scan the material?
e Scanning Material:

— Mate.ial should be quickly looked over to determine whether it, in fact,
matches the description given in the catalog. For example:

Suppose the cataiog descripiion said the item of material expiained how to
tune an engine. You quickly scan the material and see that what the particular
item of material really does is describe how a well-tuned engine should perform.
The description of the material and what the material actually does do not
match. Thus, this material is of no further use to you.

— Material should be quickly looked over to see whether it is out of date. For
example:

The description of the material says that it teaches the care and maintenance
of a particular piece of equipment. However, the piece of equipment has
been sufficiently updated so that the material is now out of date. Here, too,
the material is of no further use to you.

¢ Scanning material should not be a very time consuming process, and yet, enough
attention should be given to allow you to make informative judgments on whether
to hold the material for further evaluation.



from block 33

Should
the Material
be

Oepth
?

5

Enter 8 "N” in Col. 3. # An "N” meaning "No" is recarded to
Record Any Appropriate designate an item of material which appears
Comments to be of no further value for the instruction
(Col. 3. AR Sheet B) being developed.

* Example: 3ee beiow.

36

Enter “Y"in Col. 3. ® A"Y" mesming “Ves” is recorded to designate an
Aecord Any Appropriate item of material that initially seems sppropriate
for inclusion in instruction and therefore should

Comments.
(Col. 3, RR Sheet B} be held tor further evaluation,

® Example: see belaw.

to block 37

What does the RR Sheet B Look Like agten 1 have
neconded the answen to whethen the material

should be examined in depzth?

Example:
Pae_ /o { Pages

ISD 111.3 Review/Select Existing Material

REFERENCE REVIEW SHEET B

{RR Sheet B)

MOS Code__ /9 M Date__///20/ 78

Skild Lavel___/ Your Nsme_SF¢C Tohn Seggpg

Col. 1 ) Col. 2 (f:,'m‘;’n Tol. 4
Raferences (from RR Sheet A) Materials (e.g. name, number, etc.} in Depth? Comments
1 DA Pem 351-20  Comber i Fortrfried Areas H30+iS r N} ovt-efeprmr |
. [ The Rifle Comp-n;, Platoans, and Spuad] ;Y/Z e {




from blocks 35 and 36

Have All
Materials Beeo
Scanned
1

Examina First/Next » This Block begins the process of un in-depth review of selacted matesials.

Item of Material o Usefuiness of materials is judged according to how consistent an item of

materiat is with pra-determined
- Learner characteristics - Delivery system
- Learning guidelines — Management plan

o For further explanation, see below.

to block 39

What do I Look fon when examining existing material?

e When examining a piece of existing material, whether it is a complete course,
part of a course, or perhaps only a visual aid from an existing course, you want
to judge its usefulness for the instruction currently under development. This
judgment is based on data aiready collected during the ISD process. If this data
is not available to you, you may have to do a little research on your own and
rely on past experience in order to make a judgment. Specifically, review the
material to see if it is consistent with the following factors:

1) Characteristics of your target population
2) General learning guidelines

3) Delivery system

4) Management plan




e Hints for an Efficient Examination of Existing Materials

1. Be sure to look at each piece of material with reference to all four judgment
factors (i.e., Trainee Characteristics, Learning Guidelines, Delivery Systems, and
Management. Plan) at the samc time,

DO NOT review material first with only one factor in mind (e.g., trainee
characteristics) and then go back and re-review the material each time
for the other factors. This is a waste of time,

Remember, you want to make the most efficient use of your time and energy! ;

2.  You may want to make a check-list for each piece of material to keep track of
what you have seen regarding how consistent it is with the four factors.




What are some guidelines for neviewing material?

® In reviewing material use the following guidelines.

1) Is the material consistent with characteristics of target population?

s . : : : [PUTN DRI LS. N
a)  Administrative requirements which invclve personnel compliance with

regulations and states. The trainees’ rank, security clearance, time
remaining in service, etc. may exclude them from using certain materials.

b) Physical requirements which include specific skills and general fitness,
including age, sex, height, color perception, night vision, etc. required
for materials under review.

c) Academic requirements which include educational or aptitude con-
siderations, prerequisite training, English language fluency, math skills,
reading comprehension, etc. required to understand materials under
review.




GUIDELINES (continued)

2) Is the material consistent with general leaming guidelines which should be
features of all instruction*

a) Inform the irainee oi ihe objectivcs.
The trainee must be told specifically what performance will be expected

of him at the end of instruction. He must also be told under what con-
ditions and to what standards he is to perform. ‘

K Lk R st e ns

b) Demonstrate the desired behavior.

The material must help demonstrate to the trainee the expected perform- i
ance, For example, if your instruction under development is related to

the task, “Use a lathe,” it is not sufficient to give only a verbal description

of the performance. You also want to use visuals to demonstrate “how

to do it.”

c) Provide for active practice.

Especially when learning physical skills the trainee must engage in active
practice. This practice must be provided under realistic conditions, using
the same tools/equipment which will later be available on the job.

d) Give feedback to the trainee,

Feedback is information which the trainee receives after a performance.
It tells him how correctly he performed. Feedback can be natural,

(i.e., observing holes made in a firing target), or artificial (i.e., instructor’s
comments). Feedback is usually more effective when given immediately
after performance.

AR wbean e

15 abaigy adse et

g i

*NOTE: May not apply when you are reviewing an isolated piece of material, such as a slide or
chart, etc. In this case check to see if the material could be made consistent with these guidelines.

K.39
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GUIDELINES (continued)

3) Is the material consistent with the delivery system specified for instruction
under development?

The delivery system includes all the types of facilities and equipment which
have been specified for the type of instruction you have been assigned to
develop. Examples of delivery systems include:

a) texts, lectures, demonstrations

b) programmed texts (branching or linear)
¢) computer-assisted instruction

d) simulator with tutor and tests, etc.

4) Is the material consistent with the management plan for instruction under
development?

Management plans are designed to schedule the presentation of materials
and activities. If the existing materials do not match the management plan,
usually the management plan can be revised to fit the materials.

K.40




from block 38

Ouatermine/Record
Acceptability of ltem
of Meterial

(Col. 4, RR Sheat 8]

# Anstem ol mareria) may be
. - Accopted mss

- Rejected

~ Revited

® For further information and sxsmpie, see beiow.

to block 4C

1)
2)
3)

How do 1 decide upon and recond acceptability o4
the existing materials?

® There are three possible categories into which existing materials belong. These
categories are:

Accept as is for use
Reject as being impossible or impractical for use
Revise for use

I
' e Explanation of categories:

1)

2)

Accept

Materials which can be used “as is” because they are consistent with
the four evaluation factors.

Reject

Materials which are not/could not be made consistent with the four
evaluation factors. The reasons they should not be revised are

that they would lose their instructional value, or that it would be
less costly to produce more appropriate material.

Revise
Most materials will fall into this category. The decision to revise
materials is reached by asking the following questions:

a) Can something be deleted from the material to make it more
appropriate?

b) Can something be added to the material to make it more
appropriate?

¢} Can something be deleted and something else be added to make it

more appropriate?

Sk e O SR s




d)

Will material be in use for a long time so that cost of revisions

are justified? (Sometimes less than perfect materials should be
retained as is because revision costs are not justified).

e)

Will the physical condition of the materials withstand revision?

For example, a film may have been cut and spliced so many times
that it is completely womn out.

— It is often easier to change the delivery system and/or management plan if they
do not match materials, than to change the materials themselves.

e Record your decision to accept, reject or revise the item of materia! in Col. 4,

RR Sheet B. (Front)

What does RR Sheet B Look Like after 1 have neconded
"accept," "reject" on "revise"?

Example:

K.42

Poe__ [/ ot/ Pagms
ISD 111.3 Review /Select Existing Material
REFERENCE REVIEW SHEET B
(AR Sheet B}
mos coe  /TH ome__ /1] 20/ 78
Skill Level /. Your Neme_SFC Tohn Scoppa
Col. 1 Cal. 2 E‘:"M"’“:e Col. 4
Reterences (from RA Sheet A} Materists (e.9. name, number, etc.} in Depth? Comments

| DA Pem 357-20 JCombas i Fortifiad Rreay H30-751 | & |[ out-er-eime ]
L . The RiFle (Mp‘ﬂ’, Platorms w\&gﬁjs Qﬂ,y_ ) eccepr ]
DOPu 350-2  _ _ |How s0 Use & Compers 43333 v lrevise B
(09 P 1027 ighe Vi Vision Technigues TE 79120 |y [| revise ]
L Pa.tﬂf"-dv TE27447 _ v A\ rejaer
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from block 39

40

Uoes liem

of Material Requite

Revision
1

Recard Supgested
Revision
{Back of AR Sheet Bl

o The reviewer of axisting materials records the
revisions he thinks are required it material is 10
be used. Personnel responsitie for cost decisians
will later raview these suggested revisions.

o For example. see below.

=
to block 42

How do 1 necond suggested revisions in existing
material?
® Look at the reverse side of RR Sheet B. Here you will find space for recording
the name of the piece of material to be revised in Column A. In Column B
there is space to record the type of revision you ;ecommend.

e Examples of suggested revisions can be seen here.

tawme of Mytariei Suggernted Revisions

rlgb;lu&l&ﬂp« 3 delate Slides /S through I, etpand Commantory ;

- se lreduce reading level , edd iljvstratiens /]




from blocks 40 and 41
a2

There an
otry in Cal. 4 for ANl
Items of Matenal
Listed in Col.
A?

Subeit RR Sheet B
to Supervisor for
Review

& During the review and selection of existing matenals
Yes information may have been obtainted that would be
useful 10 prisons who pertormed activities that fed
into this process. Similarly, information may have
been abtamed that would be useful 10 persons who
will be engaged in Instructional Systems Development
steps that follow this ane

Any
ntormation for
duals Working in
Other 1SD Blocks
?

S e g e

Record Comments on
1SD COORDINATION
SHEET

o Comments are recorded and submitted to
appraopriate persons

@ For further guidance, see below.

u-j/;~J

STOP

What 48 the imporntance of prepating ccmments forn people
wonking An othen steps of the instructional sysitems
development process? How do T recond them?

® In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that had been provided to you. At other times, you may
have had to do work that should have been performed in previous steps.

i ol e

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK TO
THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE MADE TO
EFFECT IMPROVEMENT IN THE END PRODUCT. *

K.44




In your research for this step of the Instructional Systems Development process you may
have discovered additional information that you think may be useful to people who will
be working in steps that follow. If so, it is equally important that you pass this infor-
mation on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUCTIONAL
DEVELOPMENT—FOR SUCCESSFUL MISSION ACCOMPL!SHMENT.

e A copy of the ISD COORDINATION SHEET can be found at the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

e Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the worksheets you used in this job aid.




1
- Hove
You Read the
o the e~
at Job Aids
e
Yes
Inteoduction 10 the Use
at job Aids
3

Have You
Used This Job Ard
Betore

7

Na

Overview of Review!
Select Existing Materal
Job A

Identify the Type of
Instruction You Have
Baen Assigned to

Deveivg

Ibtan Beference
Reveeye Sheets {RR)
ALE

Record on Top of
RR Sheet 2

MOS Code  Nome

Skill Level  Date
instruction Under Develop.

dentity and Record Name
of Existing Army Coursa(s)
For the Taths You Wish to

Tran
)Sectian 1. RR Sheet A}

K.46

10

Iduntity/Record Qther
Army Reference

Matenals
|Section 1. RR Sheat Al

e

"
Obtan DA Pam 61 Iﬂ
00D Dccupationst
Coaversion Table

Do You
Know How to Use
DA Pam 61111
7

Exarmine DA Pam 611 11
10 Identity Any Servicefs}
With Dccupational
Speciaity Semilar 10
Army MOS

1 or Mare Service

Have Simiter Oceupa

tional Specialty
?

T T T
\dentidy/Recatd Appro
prate References Fram
Other Sources
{Secuion 3, RR Sheet A|

-

Have RR Sheet A
Reviewed for Campleteniess
i and Accuracy

. .

No
Guidance « Using
DA Pam 61111
December, 1977 Version
Yes

16

Recard Occupational

Specralty Codes tor Othar
Services.

1t Nane, Record “Nane™
[Section 1, RR Sheet Al

Ident:ty and Record
Apprapteatg Reterences
tor Qther Service(s)

iSectean 2, RR Sheet Al

Obtasn Pacrinent
Matseidl From Coursels

2

Obtain Al Reterences
Recorded on RR Sheet A

Alt Reterences
Available
?

Record Resson tor
Unavastabehity

[Record Under “Com
mant”, RR Sheet A}

Record ON RR SHEET B
Fust/Nex1 Available
Reterence

1Cot 1, RRA Sheet B

This Reference
4 Catalog/Ingex
"

Idenuty “Entries”
Catalog/index, stc That
Apgear to be Appropriate

28

Recard AUl Appropriate
Entres (Name, No., #1c}

S e Ot Nl b S L,




In your research for this step of the Instructional Systeins Development process you may
have discovered additional information tha: you think may be u<2ful to people who will
be working in steps that follow. If so, it is equally important tnat you pass this infor-
mation or: to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUCTIONAL
DEVELOPMENT—FOR SUCCESSFUL MISSION ACCOMPLISHMENT.

® A copy of the ISD COORDINATION SHEET can be founa at the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

e Ccmplete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the worksheets you used in this job aid.

CamCai o ik




3 .
Obtan Materals Reorded
i Col 20t AR Sheat B

Record Reason tor
Unavartability

[Recard Under “Com-
ments”, RR Sheet B

Sean Frys/Next
Avaitable Mateiaie
(Cal 1or 2. RA Sheer B1

Should

the Malerial

be Examined in

Depth
?

Entera "N” in Cof. 3
Recard Any Appruptiate
Comments

(Cal 3. RR Sheet 8]

—

Enter Y 0 Col. 3.
Record Any Appropriate

Comments.
(Cot. 3. RR Sheet 8]

.

Have ANl

Matesials Been

Scanned
*

Exarmne FirNex)
{1em of Matenal

Deteyming. Record
Accoptatitity of lem
of Materal

(Cot 4, R Sheet Bl

Does item

of Materi Requure

Revigon
7

Aecord Suagested
Revigion
|Back of RR Shewr Bl

Submn AR Sheet &
1a Supetvisor lor
Review

falormation 107

Tndividuals Warking o

Othes (S0 Blocks
1

Record Commens on
180 COQROINATION
SHEET

{ sror
—— !
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JOB AID FOR
DEVELOP INSTRUCTION

ISD 1.4

Manual

This is the 12th in a series of ISD Job A
development. This volume is to be used as a
“Job Aids: Descriptive Authoring Flowcharts ISD 1.4 Develop Instruction.” The
flowchart document will direct you to specific guidance, examples, and references

provideq in this volume. If you do not have the primary flowchart document
request it from your supervisor. ’

ids for use in instructional design and
supplement to the primary document,

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, *’he/she,'’ the terms,
“he,” “him,” and “his,"” as well as ’'men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.

L-1
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ISD 111.4 Develop Instruction

@ Thes introduction provides the user with
insteuction on the basic structure of the
Job Aids and guidance for their use.

Have
ead the
ntroduction 10 the Us
of Job Aids
?

Introduction to the
Use of Job Aids

® Reter to Introduction.

to block 3

O < AT o s R
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from blocks 1 and 2

Have You
Used This Jub Aid
Before
?

Want © Overview includes.
10 See an - Goal
Overview of This - Objeutwes
Jab A - Products
? - Major steps in process
- Worksheets used
~ Descriptive flowchart

Overview o) Developing o For detaded overview, see below.
Instruction Job Aid

-

to block 6

What {8 the fob aid for Developing Instruction all about?
e GOAL

— At this point all available off-the-shelf materials have been selected and included
in the instruction under development. Now you are ready to complete what-
ever instructional materials are still needed to produce the desired result with
the trainees—the attainment of the terminal learning objectives (TLOs).

— The main goal of this job aid is to assist you in producing training materials
in the following media:

¢ audio-only
¢ audio-visual
o written text

— A secondary goal is to familiarize you with the ways in which the various
production personnel can help you in your efforts.

— This job aid does not cover:

1) Every type of delivery system

2) Guidance for the preparation of user instructions

For this information see TRADOC Pam 350-30, Block III.4, Develop Instruction.




® OBJECTIVES

1) Given a list of learning objectives with their learning guidelines and activities,
delivery system and management plan, and selected existing instructional
materials, conduct the following activities:

1) determine resource requirements

2) sort objectives according to media

3) develop first draft of materials

4) use formula to determine reading grade level (written text only)
5) revise reading level if necessary

2) Given an Instructional Development checklist indicate:

1) the type of instruction being developed
2) successful accomplishment of development procedures for the particular
type of instruction.

e PRODUCTS

— Use of this job aid will result in the production of first draft instructional
materials in one of the following media:
¢ audio-only
o audjo-visual
o written text

and a completed checklist for the appropriate media.

e MAJOR STEPS IN PROCESS

1) Determine resource requirements
2) Sort objectives
3) Select media and develop first draft materials

® audio-only
¢ audio-visual
e written text

4) Check/revise reading level of written materials

B Rk SIS ot P PN
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—

o WORKSHEET USED

— On page L-8 you will find an example of a completed Instruction Development
Checklist.

o DESCRIPTIVE FLOWCHART

— The flowchart on pages L-62 thru L-63 shows the major steps in the use of
the Job Aid for Developing Instruction. The flowchart will be useful to you
in getting a clear picture of the overall process used in this job aid. A more

completely described flowchart is provided in Job Aids: Descriptive Authoring
Flowcharts, pages L-3 thru L-13.
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from blocks 4 and §

& In order 1o develop instruction it «s necessary to have

§
the tattoweag iy 15
You Have - trom IS0 Phase 1}
Outputs of ISD ® 3 parts learring objectives

Phase 10 and 119, 111.2,
lnd_llll.l

& corresponding test items

@ group Iatter and sequence number for each abrectve
~ trom 150 Phata 111

® learning Chtegury and subcategory tor each abjective

® corresponding learming activities

® management plan and delivery system

© selecied exisung instructional materials

7 ® The outputs of the 4 blocks at 1SD Phase 11 and
HEL 112, and 111.3 thouid be avarfabie fiom
persons tesponubie for those actvities.
W procedures for any of these activities were not
complete Job Ards, Descriptive Authering Flow
ctharts may be refetred to as toliows
- Develop Dbsectives, pages £ 3 they €13
- Develop Yasts, pages F 3 thru F-00.
- Seguence and Structure Dbjectives, pages H-3
- theu H-00.
- Leaining Categories/Activities, pages 1 3 theu |00

~ Management Plan/Detwery System, pages +-3

thry J12
- Select Existeng Matenats, paged K-3 thew X -1}

Guidance for Obtaimng/
Prepaning Outputs of
1SD Phase 11 ang 1111,
(0.2, and 1.3

to block 8
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ISD 111.4 Develop Instruction

INSTRUCTION DEVELOPMENT CHECKLIST
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Select appropriate media checklist and check (/) each procedure as ypu complete it
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AUDIO-VISUAL

Section 3
WRITTEN TEXT
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from blocks 6 and 7

Begin Process of
Detarmining
Rezource Requirements

T

to block 9

& This block bagins the process of identitying
- instructional needs
~ resources
- constraints

« Process is accomplished 1n blocks 9 thru 13




from block 8

Detsrmine lnstrucuanal * Insuuctiondl newds are dstermined on the basis of previcus snalyses snd
Noods Danning which taok place in 150 Phase (1 and JI1.

® Far further information, see beiow,

to block 10

What are the instructional needs and how do 1 identify them?

® The inputs of ISD, Phase II and Phase III, up to this point will tell you what is

required from your instruction—what needs to be trained and how to train it.
For example:

— Learning Objectives (LOs) tell you specifically what content must be covered.

— LO group letters and sequence numbers tell you how many modules, chapters,
blocks, ete. of instruction it will take to cover this content. (Although the LOs
should be considered “final” at this point, it is quite possible that you may
want to revise the grouping and sequencing decisions when you actually get
into producing the instruction).

— Test items will let you know how the objectives are to be tested, both before,
during, and after instruction.

— Learning categories and the corresponding learning activities will give you a
great deal of specific information as to the form and format of your instruction.

— The management plan and delivery system will let you know exactly what media
to use and how to manage the overall course of instructicn.

— The selected existing materials show you which parts of the instruction you do
not need to develop because adequate material is already available for those
parts.

e S SN VAR N o e




from block 9

Study Types of
Resources and Cost

Factors for Developing
Instructicn

to block 11

® For types of instruclional cesources and cost factors, see below

What are the nesounces and cost factorns which must
be comsidened when developing instruction?

e The tables below list the types of resources and cost factors which must be

considered.

Resources to Be Considered

RESOURCES

Cost Factors to Be Considered

Equipment

® |nstructional
® Support

Facilities

® (lassrooms
® |Laboratories
® Special-purpose

Manpower

@ |nstructors

& instructional administrators and
supervisors

® Base administration and support

COST FACTORS

Development

Investment

® Equipment
® Facilities

Operation and Maintenance

® Equipment
® Facilities
® Pay and allowances




o DEFINITIONS OF RESCGURCES AND COST FACTORS

— Equipment

a. Instructional equipment includes any item or combination of items used for
instruction. Some exampies include media hardware—projectors, screens,
cameras, simulators, trainers, aids, etc.

. Support equipment includes any item or combination of items needed for—
but not actually part of—instruction. Some examples of support equipment
are chairs, desks, typewriters, filing cabinets, and mobile power units.

Facilities

An instructional facility is the physical complex in which instruction is con-
ducted, or the physical area which provides for the direct support for instruction.
Some examples include classrooms, laboratories, carrels, or special-purpose areas
such as aircraft parking and run-up ramps, pole-climbing areas, or site-development
areas,

Manpower

Manpower includes all personnel required to accomplisu the missions and work-
loads. Manpower requirements for an instructional system include instructors,
administrative personnel, curriculum specialists, writers, instructor supervisors,
media specialists, graphic artists, print specialists, TV producers, photographers,
audio producers and technicians.

Costs

Certain costs are associated with each resource. In determining financial
requirements for equipment, facilities, and manpower, consider three types
of costs:

(1) Cost of Acquiring and/or Developing the Resources. This includes
acquisition costs for instructional equipment, support equipment,
facilities, and the design and development of course materials and
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and any special equipment. Development costs will include pay and
allowances.

(2) The Investment They Represent. This includes the per-student cost,
and the potential for future use or reuse.

(3) The "ost of Operation and Maintenance. This includes cost after
acquisition which may be needed to keep equipment and facilities up
to standard.




] from block 10 1

Idenuty Resources * For guidance in «dentitying available resources, see below
Avadable tor Instruction
Prasantly under

Devrlopment

; to bleck 12 4

% How do 1T identify available resouwrces? -

e At this point a final check should be made to insure that the required resources
are definitely available. It certainly would be ill-advised to plan for a certain
format of instruction and then find out that resources once thought to be avail-
able will not be available.

e You can identify avaiiable resources by doing the following:

1) Obtain copies of the production facilities documentation regarding develop-
ment of classroom instruction, video instruction, audio instruction, slide-
tape presentations, demonstrations, computer applications, and any other
additional materials of this type. Local regulations or servicewide regula-
tions may exist relative to the acceptable format for presenting materials
for processing. Where these are available, be sure to obtain copies. Most
of these publications have not been developed within an Instructional Sys-
tems Development Model context. While they may have to be adapted to
your needs, they still should prove extremely helpful.

2) Find out how 0 get the subject content into a form that the production
facility can easily use. For printed materials this may include length of
typed lines permissible, page numbering locations, etc. For audio material,
a script must be prepared in a format acceptable to narrators. Visual
materials require an idea of what the final form will be—still slide, film-
loop, video tapes, ete.

3) Find out how much assistance can be expected from the production facility.
Get as much information as possible on how they would suggest developing
the particular instruction. Production facility personnel require that ideas
be presented in a form they can understand because that is what is used as
the basis for judging their costs and their requirement for experienced per-
sonnel, From the description of planned new instruction, it will also be possi-
ble for them to give an elapsed time estimate. From this estimate, you may
decide to accept some suggested alternatives that may be almost as good, or
perhaps bhetter, than what was origir.ally planned. Though general alternatives
should have been selected in Block II1.2, there are production alternatives
as well.

L-14 |
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from block 11

o

ou Know the

Functions of the

Production Personnel

t Your Schoal,
?

Review Functians of
Pruduction Personnel

® For descripuion of tunctions of the
- media specialist
- graphic artist
print specialist
photographer
audio producer {engineer)
- technician

o for further guidance, see below

to block 14

What are the functions of production personnel?

o The following list provides a general description of the functions of production
personnel who can provide assistance in the actual development of instructional
materials.

1. Media Specialist (Consultant). Media specialists often oversee and direct
media center personnel. The media specialist is usually knowledgeable in
all areas of media selection, identification of unique media and stimulus
characteristics, feasibility of different media for various instructional
purposes, media production costs, use of hardware and accompanying soft-
ware, and location of media software (re: films, television programs, etc.)
on a wide variety of subjects. The media specialist may be particularly
useful in helping to find existing materials in the content areas. The media
specialist also should be able to provide valuable suggestions before the
development of first draft materials has begun to save both time and money.

2.  Graphic Artist. Sincc a large portion of media productions usually involves
some artwork in the form of graphs, charts, diagrams, or pictures, the artist
is another media professional whose assistance will be valuable. The graphic
artist can usually be called upon to do a variety of illustrations of different
sizes from small pamphlets to large poster size artwork. Most artists also
can produce various sizes and styles of printed lettering. The graphic artist
also probably can advise or give suggestions on the most effective way to
visualize the instructional message. Usually an artist is capable of producing
sketches in rough form which will be quite suitable for the production cf
first draft materials.

3.  Print Specialist. The print specialist is skilled in the development, arrange-
ment, and production of a wide variety of print materials ranging from
pamphlets and brochures to books. The print specialist can assist in deciding
how to reprodvce large amounts of material as economically as possible
without undue sacrifice of quality. He will advise on the feasibility, cost,
and preparation of various types of artwork in either color or black and white.
In general this person should be consulted on any matter involving the pro-
duction and duplication of printed materials.

%
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Photographer. The photographer is capable of handling a wide variety of
picture taking assignments and is versatile in developing and printing pictures.
Much creative photography is done in the darkroom rather than with the
camera; therefore, if any special photographic effects are needed, discuss

it with the photographer. It would be helpful to show the photographer an
actual example (from a past production or magazine pictures, etc.) of what
is needed.

Audio Producer (Engineer). The audio producer is responsible for producing
audio tapes, audio cassettes and studio recordings. The producer knows
what type of microphones are suitable for different applications. The audic
producer can assist in all production phases but will be most helpful in
preparing the final integration of the production where the narration, music,
and other audio sounds are combined. The audio producer will make certain
the audio production is crisp and clear with no unnecessary background
noises or static and that music and voices are well modulated.

Technician. The (electronic) technician is a specialist in the repair and

maintenance of electronic equipment such as audio consoles, video switchers,

cameras, and tape recorders. The technician repairs equipment and is

familiar with the reliability of different makes of audiovisual hardware.

Before purchasing equipment, seek the technician’s advice. It could save

needless expense later on. The technician also can familiarize the instruc-

tional designer with the operation of production facility equipment. The

technician also may be versed in the development of new equipment and in

the reliability and technical problems with different makes of new ‘‘state- -
of-the-art” equipment.




from blocks 12 and 13

Divide Torminal Learning ® TLO's are initially s0tted into two groups
Qbjectives (TLO's) Into A} those for which unstructional materals are available
Two Groups, Aand B)  those lor which instructional matecialt must now be develaped

» For further i ‘formation, see below.

to block 15

What s the punpose of initially sornting Terminal
Learning Objectives (TLO) into two groups?

® Before beginning to develop instruction you must know exactly with which
learning objectives (LOs) you will be working. It is possible that some off-the-
shelf materials were located in ISD II1.3, Select Existing Materials, which are
perfectly adequate, as is, for training some of the Terminal Learning Objectives
(TLOs). If so, separate those TLOs from the ones for which you must still
develop instruction, or for which only a few useful parts of existing materials
were available, such as a series of slides, graphs, etc. The TLOs for which you
have available adequate instruction may be set aside until the total training pro-
gram is put together.

® Thus, you now have two groups of objectives:
Group A—Those for which adequate instructional materials are already available.
Group B—Those for which no, or only partial, instructional materials are avqilable.

® It may be necessary to separate some learning objectives from their terminal
learning objective in the event that existing materials are available for some of
the LOs and not for others.




from block 14

Subdivide Group B @ TLO’s tor which new instru.tion must be developed are now sorted according to
TLO's According to the media which were selected in ISD Block 11.2 to tran them.

Spacitied Delivery o For further information, see below.

System

to block i6

What s the purpose of sonting objectives according %o
type of media?

e In the last step you divided the LOs into Groups A and B. In this step you are
only working with the Group B objectives, those for which you are going to pre-
pare instructional materials. These LOs will be worked on one group at a time,
according to their media categories.

e SUBDIVIDE GROUP B OBJECTIVES

— In order to develop new instruction for these LOs, you need to subdivide
them into media categories which are compatible with the delivery systems
selected in ISD IIL.2, Specify Instructional Management Plan and Delivery
System. Many different delivery systems may have been selected for the
Group B objectives. Use the following procedure for subdividing objectives:

1) Select an objective (LO)

2) Fit the delivery system suggested for this objective into one of the broader
categories of media listed below:

e AUDIO-ONLY

Audio-only scripts are prepared as part of instructional programs where soldiers
may be listening to directions or explanations on an audio tape while they are
performing or being guided through a task.

e AUDIO-VISUAL (specifically slide-tapes) *

The slide-tape is a combination of slides accompanied by a tape recorded narra-
tion explaining and describing the slides. A synchronizing pulse is placed on !
the audio tape to synchronize the audio and the visual. The pulse is recorded
on the tape by the audio producer or technician. It can be either audible for
manually advancing the slides or inaudible and automatic.

The slide-tape is one of the most widely used of all audio-visual productions because
it is relatively inexpensive to make, elaborate equipment is not required, and it is
not difficult to reproduce. Many Training Extension Course (TEC) lessons are
developed for use with the Bessler Cue/See projector.

;
L
!
|
i

L.18 1




Sl R e A, WA T

AP

- o WRITTEN TEXT

Writien text includrs any type of written lesson materials such as textbooks,
pamphlets, manua s, circulars, lesson modules, etc. (Programmed Instruction
requires a very special type of writing skills and is not included in this job aid.
However, many of the principles for developing good written text can be applied
to the writing of Programmed Instruction.

e OTHER

If the delivery system is similar to one of the above you may group the objectives
with the similar system. Otherwise, place them under “Other.” This job aid will
be useful only as a guide to the general principles of instructional development.

It can not be used as a procedural guide,




from block 16

16 ,

Select First/Next
Group of LOs tor
Specilied Delivery

System
_r

to block 17

® A group of learning abjectives for a particulsr deivery system 11 aslscted




from block 16

v |

Begrn Process o) @ This bloch begins the actual developmant of instrucuan.
Developing Fust
Dratt

to block 18

L-21




from block 17

QObuain ingtruction & lastruction Deveiopment Checkhst 15 used 10 dotumen Steps it
Oevelopment {10} preparation of tirst dratt matenials
Checkiist

® For gudance in obtaming 1D checkiat, see below

to block 19

Where can 1 get an Instruction Development CheckList? v

® The Instruction Development Checklist is available for duplication in the pocket
at the end of this manual.

® To see an example of a completed ID Checklist, refer to page L-8 .
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from block 18

19 l

Record identifying
information
(1D Checktist|

I

to biock 20

» ldentitying information includes.
- Your name/Office symbol
~ Daw
~ Course/Module under development
~ MOS/Skill Levet

i
]
j

-

-
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from block 19

Is
livery System
tor This Group of LOs
Audio Only
?

Determine/Check ® For further information, see beiow.
Techniques 16 Stmulate
Audio Sense

11D Checkist]

to block 25 to block 22

What 4is the purpose of using special techniques to
stimulate the audic sense?

e Remember the limitations of the medium

Since there is no video, you want to use techniques that will stimulate the
audio senses:

— music

— sound effects

— dramatizations

— different voices

— changes in pitch, tone, and intensity of voice
— pacing

However, do not overuse a technique. After preparing a script take it to the
audio producer for his advice on how to make it most effective.

® For example of what the ID Checklist looks like when techniques used to
stimulate the audio senses are selected and checked, see page L-8. Note
Section 1, number 1.

’

L.24




fram block 21

Prepare/Chech o For further information. see below.
Lean Script i Coriget F

Farmal
11D Checkiist]

o bivck 23

How do 1 prepare a Lean audio scipt in
correct format?

o Examine each learning objective and write just enough of an explanation to clarify
each item. Do not write more than is needed, as you can always add more after
the first draft materials have been tested. It is not efficient to write any more
than necessary for two reasons:

1) Loss of time to the course writer and the student.
2) When lesson materials are tested it is easier to identify problems due to lack
of sufficient information than to identify excess information.

e When writing the final version of a script, use the format shown below. Note that
the right side of the script contains all of the spoken narraticn that will be heard.
The left side is for specific directions such as adding music or sound effects.

Format for Audio Script

{ Directions Narration
Include any special directions on Write the audio that will be read by the narrator on this
the left side of the script. These side of the script.

could be music, sound effects, or
any other outside sources which
will be added to the final script.

Also, write any special directions for the narrator on
this side of the script. For example, include changes in
pace, tone or intensity of voice and indicate them in
brackets { 1.

THE PART OF THE SCRIPT TO BE READ 1S
WRITTEN IN CAPITAL LETTERS.

[Directions to the narrator are written in lower case
letters]

e For example of what the ID Checklist looks like when you have prepared a lean
script in the correct format, refer to page L-8. Note Section 1, number 2.




from block 22

Review/Check

| ® For turthes .nfurmation, see betow
Scopt for Continuity
110 Eheekhst| I

I

to block 24

o

How do 1 check the audio scrnipt for continuity?

e If possible, have someone read the script to you, or at least read it aloud to
yourself. Do the ideas flow, or does the script seem disjointed? If any part
seems unclear or too sparse, add or delete information where necessary.

e For example of what the ID Checklist looks like when you have checked the
script for continuity, see page L-8. Note Section 1, number 2.

L-26




from block 23

Determuine/Check ® For furiher intormation, see below
Pacing of Presentation

and Indicate on Script
10 Chechtist]

Goto
Block
43

e How do 1 determine the pacing music and pauses o4
the presentation and indicate ihis on the scrnipt?

e Decide where changes in the pace of the presentation can best be used to highlight
the script and maintain listener interest. For example:

T T

— If you want to tell the audience what an air raid siren sounds lie, do not
describe its frequency and nitch. Instead, use a blast of a siren.

— Rather than simply explaining the contents of a speech, use a dramatization.

— Use appropriate music to bridge the gap between different parts of the program.
(When using music, remember that the music should not attract undue atten-
tion but should complement the narration.)

— If pauses in certain parts of the script are necessary, indicate these on the script.
Also indicate if normal pacing changes—either faster or slower.

® Indicate directions for pacing in lower case letters and brackets [ ] on right
hand side of script.

¢ For example of what ‘he ID Checklist looks like when you have indicated the

pacing, music and pauses within the script, see page L-8. Note Section 1,
number 4.

L.27
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trom block 20

2%

yster: tor This Group
of LOs Audio Visual

2%
Pan Use of Narratron & For turther intormation, see below
14D Checklist)

1o biock 35 to block 27 y

How do T plan the use o4 naviation forn a s€ide tape
audio-visual production?

e This job aid covers the production of slide-tape programs such as are used with
the Bessler Cue/See projector. With this medium you want to be sure that the
visual and audio work together to present the lesson. Keep in mind the follow-
ing points when planning your narration.

— Narration (audio) should be used to explain details, suggest relationships, or
supply any kind of information that cannot be adequately explained in the
visuals.

— The narration should always be related to the visual being seen. The narra-
tion should not compete with the visual by describing or calling attention to
details not in the visual. If in doubt, ask yourself ‘‘does the narration com-

. plement the visual?” If the answer is no then rewrite the narration until
it does.

— Use the narration to identify or describe the content of a visual as soon as
the visual appears. Do not make the audience guess what the content of a
visual is all about. Tell them.

— Narration should always be simple. Do not use long, complicated sentence
structures with multiple clauses. Use a simple vocabulary. Try and strike
a balance between brevity and simplicity without talking down to the

. audience.

— Vary the pace of the narration: Allow for breaks of silence to bridge different
3 visuals or use short musical bridges that serve to vary the pace of the program.
. But remember, the music should complement the overall pace of the program.
Do not use loud or boisterous music that will distract from the visual portion
of the program.

L.28




from block 26

Plan Use of Visuals @ Fur turther information and guidance, )
110 Checkiist see below B

to block 28

flow do T plan the use of visuals for a slide-tape program?

® No single visual (i.e., slide) should be on the screen too long. After approximately
20 seconds the audience tends to become bored and restless and easily distracted
from the program. Remember this when planning the slide-tape production and
avoid writing 40 seconds of narration for a visual that should not be on the screen
longer than 20 seconds. If a longer time period is needed to explain a visual, a
second similar visual can be planned to follow the first one. The second visual
can be taken from another angle or be a different size than the first one. In any
case, it should be different in some way but still be logically related to the first
one. Also, try to vary the pacing of the program by having slides on the screen
for different periods of time. When designing a program, do not think of tech-

nique first but do remain aware of the fact that the program should be lively
and interesting.

Wridifin.  orivsi-sibbtas ses -
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from block 27

.|

Begen Production of

® This block begins the actual production of
Slide- Tape

the dig-visual lesson

to block 29
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from biock 27

Prepare/Check ® Rough shetches o stic fgures are catted
Storyboards storyboards
110 Checkiist)

Y —-di

to block 30

® For turthes nbarmation and guidance
e L

. How do 1 prepare story boarnds?

¢ Now that you have done some planning for the audio and visual aspects of your 1
lesson you are ready to start the actual production of the slide-tape. Follow the
sequence suggested below:

1) Examine each learning objective to determine what visual will explain
it best. Then draw a rough sketch to communicate with the artist
or photographer your idea. Rough sketches or stick figures are called
story boards. (An alternative is to write a detailed description of what
content the visual should contain.

2) Mount a sequence of sketches on a board so that the outline of the
sequence of your lesson can be illustrated (layout).

3) In addition to the sketch, which is placed at the top of the story board,
write on the bottom of the story board the narration which will accom- o
pany the slide. If music is to accompany the slide indicate this also.
See page L-32 for example of completed story board frame.

4) Record the number of the Learning Objective that the story board i
relates to. i

o For example of what the ID Checklist looks like when these steps in the production
story boards have been completed. See page L-8. 1
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Example of completed story board frame.
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from block 29

Review/Check Sequence
of Storyboards
{40 Chwckhat)

l » For further information and guidante,
see below.

to block 31

How do 1 neview the sequence of the storny boards?

o The combination of all the story boards forms the script for the slide-tape pro-
gram. Therefore you want to review the sequence of the story boards.

— Visualize the sketches on each story board. Ask yourself:
1) Does each picture and accompanying narration follow a logical sequence?

2) Are there any ambiguities, or gaps where information is missing?

If so, add more pictures or narration.
— Run through the sequence several times to check the order.
e For example of what the ID Checklist looks like when you have reviewed the

sequence of your completed story boards, see page L-8. Note Section 2,
number 2.




from block 30

3
Pan/indicate/Check ” ® For further intormation and guidance,
Compas:tion of Visuals see below
HO Checkiist] )

to block 32

How do 1 plan and indicate the composition of -
the visuals?

® As you complete the activities below, check them off the ID Checklist (Section 2,
number 3)

® Be sure to provide the photographer or graphic artist with enough information as
to the composition of the visual. He needs to know your plans for such things as:

— What details are included

— Size of the details (should certain parts of a picture be photographed in close
detail or magnified (blow-ups))?

— Use of colors, highlights

— Use of arrows, circles, numbers or other techniques to clearly dclineate
one part from another (special cues)

— Use and size of lettering on photos, diagrams, etc.
¢ Indicate this information on the picture part of the story board.

¢ For example of what the ID Checklist looks like when you have planned the
composition of the visuals, see page L-8. Note Section 2, number 3.




from biock 31 4

Compiete/Chech Visual @ For turther information and guidance.
Components by see below
Consuitation with

Photographet /Atuist

to block 33

ade abtanililn

What 4s the purpose 0§ consulting with the
photographern on graphic antist?

Whether your story boards call for the use of photos or drawings, each frame
should now indicate the exact composition of the desired visual.

For Photographs

— If your story boards call for photographs, take them to the photographer so he
can begin taking pictures.

-~ If he has to take on-location shots it may be necessary to accompany him to ;
the location. '

— If he is to produce slides from books or manuals provide him with all necessary
details.
For Drawings

— If some of the slides require the production of graphs or diagrams, take these
story boards to the graphic artist so he can begin drawing.

— When the artist has drawn the visuals, take them to the photographer to have
them photographed.

You should now have completed all the visual components of the slide-tape program.

After you have completed the above, check Section 2, number 4 of the ID Checklist.

For example of what the ID Checklist looks like when you have consulted with
the photographer/artist on visual components, see page L-8. Note Section 2,
number 4.

i o o




from block 32

Compiete, Chack Avdio ® For turther information and guidance,
Portion of Script see beiow
11D Chckint]

to blork 34

How do T complete the audio portion of the scripit?

® You already have the narration on each frame of the story board. To write the
( audio portion of the script, simply copy this narration onto the script.

e Take the completed audio script to the audio producer who will arrange to have
a narrator do the reading.

o Note the Audio-Visual Format below.

¢ For example of what the ID Checklist looks like when you have completed the
audio portion, see page L-8. Note Section 2, number 5.

Format for an Audio-Visual Script

VIDEO

All the visual sequences of the
program are written on this
side of the script.

Story board pictures can be
b illustrated on this side of the
script to correspond with the
narration.

<

All narration and specific

directions for the narrator

are listed on this side of the

seript. In an audiovisual

script all special directions

F that have anything to do with
audio such as music are written

on the right-hand side.
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from block 33

n

[
| ® For turther information and guidance,

see belaw

indicates Cneck
Shide Changes
110 Checkiist)

How do T indicate the sLide changes?

e The final production step is to indicate on the audio script where the slides
should change.

e Make a small “x” (or other similar type mark) on the audio script where the
slide is to change.

e This mark will provide the audio producer with the required information for
synchronizing the audio and visual components of the program.

e For example of what the ID Checklist looks like when you have indicated the
slide changes, see page L-8. Note Section 2, number 6.




from block 25

35
s

Detvery
System tor This Group Yes

of LOs Written
Text
7
No

6 J/ .
Use/Cherk ® For tuttt.cc information and guidance,
Sumple Words and see below
Short Sentences

’ 11D Checkhist] :

to block 43 to block 37

What is the purpose of using simple wonds and
Ahont sentences?

e Your purpose in developing instructional materials is to help the student to reach
the terminal learning objective and its prerequisite learning objectives. The more
effectively you can communicate with him, the more likely he is to learn from
your instruction. Therefore, it is important NOT to exceed the student’s reading
level (or vocabulary level if your instruction is audio-only).

Writing that is easy to read is usually easy to understand. You should use words
that the student is familiar with, and put them into fairly short, uncomplicated
sentences.

The following list of guidelines for lowering the reading difficulty level of your
instruction is divided into two sections: (1) Word Selection and (2) Sentence
Structure. (Later you will be given a formula for actually measuring the reading
grade level of your materials).

WORD SELECTION

1. Use SHORT. FAMILIAR words when possible.

Poor Choice Better Choice
accordingly SO
assistance hetp, aid
!l facilitate help, ease *
; utilization use
i feasible possible
implement carry out
F Reading studies show that short, familiar words tend to communicate better.
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Use CONCRETE, SPECIFIC words.

Poor Choice Better Choice
aircraft B-52

majority of soldiers 95% of soldiers
physical needs hunger and thirst
weapon M-16

Abstract words mean different things to different people. Therefore, they can make
your intended meaning unclear. Concrete words communicate more easily and
precisely.

Use NON-TECHNICAL words.

Poor Choice Better Choice

clavical collar bone

NCOIC non-commissioned officer in charge
terrain ground

experimentation test

When a technical word cannot be replaced by a non-technical word, and you think
the word is unfamiliar to your student, explain the technical word in a separate
sentence either directly before or directly after its first appearance.

Of course, if your student has a technical background in the area of your instruc-
tion, technical terms are appropriate.

In the case of military abbreviations, it is sufficient to write out the complete term
followed by its abbreviation in parentheses the first time; and to use the aLbreviation
every time afterwards.

Example: The non-commissioned officer in charge (NCOTC) gave the order. The '
NCOIC told th~ men to shiie their boots. ¥




Use ACTIVE voice verbs.

Poor Choice: The statement must be updated every three months.

Better Choice:  You must update the statement every three months.

Poor Choice: The truck will be driven by Specialist Jones.

Better Choice:  Specialist Jones will drive the truck.

This suggestion does not mean that you must never use the passive voice. However,
it should be avoided when you are writing instructions and procedures, as in the first

example; otherwise, the job may not get done! (“Who is to update the statement,”
is important to your meaning.)

Avoid changing action verbs into nouns.

Poor Choice: It has been pointed out that, in the Army, careful initial selection and classification
are important procedures in e/iminating maladjusted personnel.

Better Choice:  If the Army selects and classifies personnel carefully, it will have fewer mal-
adjusted people.

When verbs are changed into nouns it is difficult to tell “who did what to whom.”

SENTENCE STRUCTURE

1.

L.40

Use short, simple sentences.

Poor Choice Better Choice
In the case of the habitual Remove the habitual offender from
offender, there is nothing to the Service. He is not an effective
do but remove him from the officer.

Service; needless to say, he is
what might be termed ineffec-
tual as an officer,




2.  Avoid strings of prepositional phrases. Example: The hand of the man on the
roof of the house.

3. Shorten prepositional phrases.

Poor Choice Better Choice
in a manner similar to like
with reference to about
in view of the fact since
with due regard for tor
in a situation in which when

L 4. Avoid wasteful words.

i Poor Choice Better Choice
‘F are desirous of want to
gained from the following source from
“ it is recommended that con- we recommend that you consider

t sideration be given to

Kw is responsible for selecting selects
} make provision for provide for
. take appropriate measures act; do
the fullest possible extent the most
afford an opportunity allow

e For example of what the ID Checklist looks like when you have checked your
wring for short, simple words and sentences, see page L-8. Note Section 3,
uumber 1.




from block 36

| for turther mitormation and guidance.
' see beluw

Usa/Check
Performance Oriented
Wiiling Style

(40 Checkist]

to block 38

How do 1 develop a pergorumance-oriented
wiiting style?

e Avoid Topic-Oriented Style

e Topic-oriented writing places heavy demands on the reading, studying, and
conceptualizing skills of the user.

Topic-oriented writing focuses on the generalizations and concepts which con-
stitute a body of knowledge—it tells ‘“about’ a subject area rather than telling
‘“what to do”’ or “how to do it”,

Topic-oriented materials do not identify a particular user audience. A topic-
oriented manual is frequently described as a general reference text, intended
for anyone from Private to General.

Topic-oriented writing does not identify subject-related duties and tasks, who

might be expected to perform them, or how any given user might perform them.

The description of the “body of knowledge’ may carry implications for duty

3 and task performance for everyone from the Private to the Unit Commander.

) However, it’s left up to the reader to deduce from this description what duties
and tasks should be performed, how they should be performed, and who should

perform them.

ks AN m e feiieen,

e Do Develop Performance-Oriented Style

® Performance-oriented writing minimizes demands on the reading, studying, and
conceptualizing skills of the user.

Performance-oriented writing focuses on the duties and tasks a user is expected
to perform and the information he needs in order to perform these duties and
tasks—it tells the user, ‘““what to do’’ and where possible, ‘“how to do it”.

Performance-oriented writing identifies a particular user audience. To write

. performance-oriented literature you start by ider.ufying who you expect the
major user to be and the subject-related duties and tasks this user will perform.
You then translate your knowledge of the subject area into the information and
directions this user will need to learn and perform the duties and tasks you

have identified.
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o In performance-oriented writing, information is selected from the “body of
knowledge” and organized to place major emphasis upon its application to
duty and task performance. It “talks” directly to the user, the duties and
tasks he is expected to perform, and how he can perform them. As a result,
performance-oriented literature has greater relevance to a job training or job
performance setting than topic-oriented literature. The reader does not have
to strain the information he needs out of the general pot of knowledge and
then wrestle with the ‘“so what should I do about it question.

L-43



EXAMPLES OF TOPIC-ORIENTED WRITING VERSUS

TOPIC-ORIENTED WRITING

This passage attempts to explan how spontaneous comhustion o, ur

task performance context

L.44

EXAMPLE 3-A: TOPIC-ORIENTED WRITING

1. Spontarrous Heateng Meating - a comburety-
ble material, or combination of materials, i de
acti >4 as spantaneous if inherent characteristics
of t: 2 mater:ale cause a heat.prodacing hemieal
action without expasure o external souress of
heat. The process i3 apontaneous cambmstion
ignition occuts. The cauers of spantapenus heat.
ing are few, but the enniditions under whirh they
uperate are many and vared More than one
factor may be operative in arme cases, ard one
may be conducive ta ansther Technical 1nfarma
tion as to the exact details ix limited Labarutory
tests are often inconclusive because of the diffi
culty of duplicating oprrating condition It s un
asfe to conclude that a matersal il not heat
apontanecusly because it has not do: o under 4
given set of circumstance« The jiroess unualy
starts with a slow chemical rea.* or alow
dstion, which generates wiie ne it The pro-vas
accelerates an heat builds up until romd ox. tom
takes place. Ignition may occur after dayvs or
weeks, during which the temperature has teen
slowly increasing The process can and doea | -
ceed in various materials without danyernus «f
fects if the heat generated can he di- poted It
dissipated as fast as generated. ignit. n cannot
occur. Ventilation js therefore an mportant
factor. On the other hand, complete lack of vent:
Iation 1s & positive deterrent (omplete absence
ventilation would not prevent spontanecus her
ing and ignition if » chemical source of oxygen
were present. The most common instan.  of spon-
taneous hesting ia that which takes place in il ot
paint-soaked waste or rags, part.-ularly those
sosked with linseed oil and paint driera. Oniy
waste and rags should not b left in lockers or
aupply cupboards; they should be ¢ dlected in air-
tight metal containers for <afekce:ing untsl dis-
posed of.

)

N

how
general this information 18 and how it 1s presented completsly separate from am tuty or

PERFORMANCE-ORIENTED WRITING

VERSUS

PERFORMANCE-ORIENTED WRITING

This wnamiple shows fow e whter of the L of cnted Dasage On Spontaneous
Heating might hase atid o thse matimun f te hat! beer wnting a performane ofiented
macual for (he el um handier

EXAMPLE 3-8 PERFORMANCE-ORIENTED WRITING

Using the Petroleur Gage Stick o Find Innage
You can use the petroieum gage stick to find the heght of e product
linnage) 1 small honzontal tanks, nonpressure tank cars, and tank vwehicles
Figute 90A shows the wrzact powition of the gage stick tn the tank Use the
gage stick 1n this way
11y Lower the stick inta the tank vertically

NOTE

tal Lower the suck with care so that it ioes not make o splash
A spissh can cause o cut on the suck which wll @ve you
the wrong reading

(h) Make sure that the stick resis on the bottom end not on &
hivet hesd or other projection inside the tank

When you gage & small honzontal tank which has & reference

pownt. note whether the reading of the gage stick st the reference

poiwnt 1 the same st the reference height of the tank

Take out the stick and read the product cut on the stick Racord

this figure as the innage gage

Clean the stick at the cut by wiping with 2 cloth

Lower the stick agmn and take a second resding.

Clean the stick with the cloth

CAUTION

Do nat leave olly rags lymng around of in lockers or supply
cupboards They may start heating and when they become
hot enough they burst into flames Put oly rags in murtight

——
—_—

metal contanens until you can get nd of them




EXAMPLE:

Topic-Oriented Writing

e. Crew Duties.

(1) Vehicle commander.

(a) Since the conventional round can be
fired from a stationary vehicle or a moving ve-
hicle in the stabilized mode, after acquiring s tar-
get the vehicle commander must issue directions
to the driver before issuing the initial fire com-
mand. If the vehicle commander desires to fire
from a stationary vehicle, he announces DRIVER
STOP. I{ the vehicle commander desires to con-
tinue moving while firing he announces STA-
BILIZED, and then issues the fire command.

(b) Acquires target, issues directions to
driver, estimates range to target, issues an initial
fire command, and lays gun/launcher for direc-
tion.

{¢) When the gunner announces IDEN-
TIFIED, vehicle commander releases controi of
turret to gunner and takes up a position to ob-
serve fire. When firing conventional ammunition,
the vehicle commander should brace himself
against reaction of the vehicle to shock pro-
duced by firing. After initial shock, the vehicle
commander may take up his binocular and at-
tempt to sense the round if the target is beysnd
1,200 meters. If the target is nearer than 1,200
meters, the vehicle der should pt
to sense the round without aid of a binocular.

(d) Adjusts fire as necessary.

(e) Terminates engagement by announc-
ing CEASE FIRE or TARGET-—CEASE FIRE.

Performance-Oriented Writing

(M551 ARMORED RECONNAISSANCE/AIRBORNE

ASSAULT VEHICLE, AR/AAV)

e. CREW DUTIES DURING TARGET ENGAGE-
MENT

(1) Duties of tne vehicle commander
(a) The vehicle comriander picks a target.

(b) He decides whether to fire with the
vehicle moving or stopped. If he
wants to fire while the vehicle is
stopped, he says DRIVER STOP. If
he wants to fire while the vehicle is
mowving, he says STABIL{ZED.

(c) He estimates the runge to the target,
and gives a fire command. Then he
lays the gun/launcher for direction.

(d} When the gunner says IDENTIFIED,
the vehicle commander gives control
of the turret to him.

te) The vehicle commander gets in place
to watch the fire. He must brace him-
self againat the shock that firing
makes in the vehicle. After the shock,
he tries to sense the round. He may
use his binoculars if the target is more
than 1200 meters away.

(f) He adjusts fire as needed.

(g) He says CEASE FIRE or TARGET-
CEASE FIRE to end the firing.

o For example of what ID Checklist looks like when you have checked your writing
for performance-oriented style, see page L-8. Note Section 3, number 2.

L.45

!
3




from block 37

Emphasize/Check ® For furthee information and quidance.
Main Points in Tent see below

[10 Checktisa]

to block 39

How do 1 emphasize the main points in the text? :

® As you write a paragraph, you should make sure that your main points stand out
clearly. Don’t let your writing become vague or wordy.

a) Avoid Writing Which Is Too Vague

A passage is vague when it lacks proper subordination. Main points and
secondary points are run together as if they were equally important. The
reader must handle several “‘equal” details rather than a few main points
. together with the information which supports each of them. The passage
{ lacks needed emphasis.

For Example:

Vague Writing Clear Writing
¢. Crew Duties. CREW DUTIES DURING TARGET
(1) Vehicle commander. ENGAGEMENT

(a) Since the conventional round can

1) Duties of i
be fired from a stationary vehicle or a moving @ es of the vehicle commander

(a) The vehicle commander picks a target.

hicle in the stabilized mode, after acquiring a ) )
target the vehicle commander must issue direc. (b) He .decldes _whether to fire with the
tions to the driver before issuing the initial fire vehicle moving or stopped. If he wants
d. If the vehicle commander desires to to fire while the vehicle is stopped, he
fire from a stationary vehicle, he announces says DRIVER STOP. If he wants to fire
DRIVER STOP. if the vehicl Ao doai while the wehicle 8 moving, he mys

to continue mouving while firing he announces STABILIZED.
STABILIZED, and then issues the fire command.

L-46
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b) Avoid Writing Which Has Too Much Detail

Too much detail is usually the result of writing to more than one user or
of writing to no particular user at all. Write to your primary user. Give
him all the information that he needs to perform his job. Leave out

everything else.

For Example:

Too Much Detail

e. Several tracked vehicles are air transporta-
ble. Tracked vehicles are usually moving long
distances by being transported rather than by
proceeding under their own power. Instructions
for loading vehicles on aircraft are provided in
the technical manuals of the 10-500 series. Rail
movement is probably used most. In continental
United States, the Association of American Rail-
roads has a standard loading plan that specifies
the minimum lashing and blocking for each type
vehicle. Since there are different maximum
requirements among the different rail lines, the
nearest agent will have been consuited for partic-
ulars when vehicles are to be loaded on railroad
cars. Each unit usually becomes responsible for
loading its own vehicles—it is necessary that you
learn how your vehicle must be loaded. The tech-
nical manual for each type vehicle gives the
minimum requirements of the Army for loading
and lashing the vehicle. These requirrments
usually closely parallel those of the railroad lines.
If you are familiar with the requirements in the
technical manual it will be very easy to adapt to
any additional requirements of the rail line.

Concise

e. Moving long distances. Tracked vehicles
are not usually driven long distances. Instead,
they are moved by rail or by air. Each unit loads
its own vehicles, so you need to know how to
load your vehicle and tie it down. You will find
this information in the technical manual for your
vehicle. Learn it. If you need to, you can add to
this basic information the requirements of the
railroad line or of the particular type of aircraft.

® For example of what ID Checklist looks like when you have checked what main

points in the text are emphasized, see page L-8. Note Section 3, number 3.
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Develop/Chack
Ideas Claarly
(1D Chackint]

from block 38

to block 40

@ For further intormation and guidance.
e below

a)

How do T develop {deas clearly?

e When you write a series of paragraphs or passages, your writing will become
confusing if you do not clearly develop and sequence your main points.

Avoid Redundancy Between Paragraphs

combine the two.

For Example:

Redundant

Antennas should be located on hills overiooking the sur-
rounding terrain and jungle growth.

Ant hould be located as high as possible when the
antenna site is located directly behind an intervening terrain
mask, If feasible, tie the radio set to the top of a tree and
operate it from that location by remote control. Slight
tilting of an antenna away from the direction of the distant
station also will help to breach an obstacle.

Antennas should not be located in narrow valley: or
between ridges or stretches of high jungle growth.

When you think that you are making two different points, be sure that one
isn’t really a restatement of the other. If it is, you would do better to

Concise

Height of antenna. If you can, place antennas on hills or
other high spots. The signal will then pass through less
jungle growth and have a greater range. Never place your
antenna in deep narrow valleys. When the growth or tesrain
is very close, place the antenna as high up as you can. Tie
the radio set to the top of a tree if pomible, and run it by
remote control.




b) Avoid Scattered Information

Different information about the same mair point should be together and
not scattered thrrughout different paragraphs. Organize your information.

Example of Scattered Information

The squad leader's responsibilities during the
preparation of the position include:

___-,_m_."'(n) Coordinating with crews and gunners of
all weapons located in the squad area.

ini2(b) Supervising the preparation of foxholes.

' a. refers to weapons.

b.  refers to positions.

L2{c) Supervising the preparation of range
cnrd: to mclude assisting in the estimation of ranges to

|
{ p t terrain fi
%
f

c.  refers to range cards. SRR B

d. refers to fire. T oo (d) Insuring provision for delivery of fires .
under conditions of limited visibility, to include *
improvised procedures for delivery of grazing fire by

rifies and automatic rifles and prearranged grenade

launcher fires.

e. refers to fire. z (e) Supervising the ciearing of fields of fire.
f f.  refers to positions. (f) Supervising the preparation of supple-
|
!
!

mentary positions.

-3(g) Inspecting positions to insure that
cemouflsge and overhead covers are sufficient.

g.  refers to positions.

(h) Insuring that all weapuns have their
t setting and are operative, and that adequate
ammunition is available and distributed.

(i) Preparing a sketch in duplicate of the
squad sector of fire, showing prominent landmarks or
terrain features and the ranges to them. He gives one
sketch to the platoon leader and keeps one copy
for himself.

h. refers to weapons. e

|
k i.  refers to range cards. :
!

o For example of what the ID Checklist looks like when you have checked that
ideas are developed clearly, see page L-8. Note Section 3, number 4.
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from block 39

4@

Develop/Uise & for turther «formation and gudance,
Clear Format see below
‘ [10 Checkirst}
v | ’\F"
to block 41

e Avoid a Run-Together Format

g How do T develop a clean format?
'.

F A run-together format is a solid mass of print. The reader cannot easily scan it.
He cannot easily identify and lift out the separate points. The solution to a run-

together format is to break the text up into visual ‘“‘chunks” which group the

i information logically. Proper visual chunking lets the reader scan and identify

the separate points easily.

For Example:

Run-Together Format

b. Reoccupation of Position. When the
firing pusition is to be reoccupied, white tape is
stretched between -the two ground stakes to
facilitate alignment of the tank's right or left
track. With the shielded lights on the aiming
stakes turned on, the gun is traversed to the angle
of the aiming stakes and the tank is moved
forward adjacent to the tape (fig14-6). The
gunner controls the final positioning of the tank
by observing through his sight until the far light
appears to be above and in line with the near
hight at which time the tank is halted. The gunner
then, using the resetter knob on the azimuth
indi . ind the pre- ded deflection to
the aiming stakes. The tank is now positioned so
thst the range card data can be used to
engage targets.

® For example of what ID Checklist looks like when you have checked that format

Clear Format

b. How to Move into a Marked Position

{1) Crewmen stretch white tape
between the two ground stakes to help position
the tank’s track.

(2) They turn on the lights on the two
aiming stakes.

(3) The gunner moves the turret to the
angle of the aiming stakes.

(4) The driver moves the tank up next
to the tape.

(5) The driver stops the tank when the
gunner sees the far light above the near light, and
in line with it.

(6) The gunner uses the resetter knob
on the azimuth indicator to index the pre-
recorded deflection to the lighted aiming stakes.

(7) The tank is now in position to use
the range card data.

is clearly developed, sce page L-8. Note Section 3, number J.
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from block 40

Usa/Check ® The Reading Grade Leve! Facmula i3 used to
Farrmula to Cetermine - keep the writing at a Jevel appropriate for the
Reading Grade Level and target populélion.

H’é%mklml ® For turthes intormation and guidance,
see helow

to block 42

How do T use the formula for determining rheading
difgiculty Level?

GENERAL INSTRUCTIONS

1)

2)

3)

Select the 150 word passage from connected discourse. Do not use this
formula to check unconnected statements. It’s best to start counting
words at the beginning of a paragraph or section.

Counting the Words

Words include numbers, letters, symbols, and groups of letters that are
surrounded by white spaces. Hyphenated words and contractions are

counted as one word. As an example, each of the following is counted
as one word: “‘couldn’t”, “F.0.B.”, “i.e.”, “$32,008”, “second-grade”.

Counting the Syllables

Count syllables the way the word is pronounced: such as “row” has one
syllable, “mention” has two. With symbols and figures the syllables are
known by the way they are normally read aloud, such as, one syllable for
(“cents”), three for R.F.D. (“are-eff-dee’’), and four for 1918 (“nineteen
eighteen”). When in doubt about syllables, consult a dictionary.

NOTE: An important thing to remember when using the formula for
a quality control check is to not write to the formula. Your writing
should be directed to the student, not the formula. The formula serves
as a guide for the reading difficulty level of material you have written
and not the material you are getting ready to write.
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SPECIFIC INSTRUCTIONS

STEP 1

Count the number of one syllable
words in a 150 ‘word passage.

I Number of one l
syliable words = 79

STEP 2

Divide the number of one syllable words

by

STEP 3

Subtract the result from 20

to obtain the reading grade level.

(Bracketed) Words Are One Syllsble Words

Adequate protection [from] {the] el ts [and) i tal di
[must] (be] provided (by]l [means] [of| proper storage facilities, preservation,
packagi cking, [or] [a] combi [of) any f{or] [all] [of] [these]
measures. [To] adquately protect [most] items [from] [the] damaging effects
fof] water [or] water-vapors, adequate preservation [must] [be] provided. | This]
(is] often [true] even {though] [the] item [is) [to] (be] [stored] {in] (a]
warehouse provided [with] mechanical [means] {of] controlling {the] tempera-
ture [and] humidity. Several methods [by] [which] humidity |is] controlled
[are] [in] {use] [by] [the] culinary services. {Use] [is) also [made} (of}
mechanically ventilating [and] dehumidifying selected sections [of} existing ware-
houses. Appropriate consideration [will) [be} givon [to} [the) pieparation [and}
{care} f{of] items f{stored] under specific ftypes] {of] storage {such] {as]
co lled h dity, refri d, [and] heated. [The} amount [and] levels [of]
preservation, packaging. land) packing [will] [be] governed [by] [the] specific
method [of] storage (plus] [the] anticipated (length) [of] storage.

10/79 - 7.9

Reading Grade Level

12.1

¢ Record Reading Grade Level on ID Checklist. For example, see page L-8.

Note Section 3, number 6.
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from block 41

Adjunt Reading
Oifficulty Level
1t Necessary

to block 43
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from blocks 24, 34, and 42
4 o

Attach 10 Checkiist to
Fust Draft Lesson
Matenals and Submit to
Superisor tor

tmtiais/ Comments

N

to block 44

@ Supervisor check is useful fr pbraining anuther person 's upnion of the fessan,
and for double checking the stens on the 1D Chieciiist
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from block 43

© Individual Valdanion Trials are also known as
d+ -elopmentat testng

How to Conduct

Indwidual Validation,

Trals
?

Read Job Add for
18D 1iL5, Validate
Instruction

T

© This job aid does not cover sndvrdusl
validation trials  Thus topic 15 covered in
another job ad

to block 46

L.55
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from blocks 44 and 45

s |

Conduct lndvigual
Vahdanon Trialg

to block 47
L.56




from block 46

Revions
Required
?

to block 49

48

Revise Accordingty

The indwidual validation tals will reveal any
in the

matenals

@ Instructional materials are revised
according to information collected m
the validation trials




from blocks 47 and 48

Qevelop ® This job aid does not coves the devetopment of an imstruciar's guide
Instructor’s Guids © TRADOC Pam 350 30, Biock 1114 Develop Instruction cowers this 10pic

to block 50

snciotn, I
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¥
] from block 49
0 |
Develop ® This job aid does nol Loves the development of 2 student gu.de
Student Guide
® TRADQC Pam 35030, Block 1114, Develop Instruction. covers this topec
to block 51 '
1
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from block 50

0 |

Submit to Supervisor
e Lesson
® lostructor's Guide
® Student Guide

to block 52

® Supervisor check is needed at this point, before materiais go snto final
production
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from block 51

Any
intormation

Working
m Other ISD
Blocks
"
No

® During the nstructional development process
infoimation may have been abtamed the' wouid
be uselul 1 gersons who periormed achiv.ties
that fed nie this one  Semilact, intormation
may héve been obtained thal wauid be uselu! tp
p2rsons whou wiit be engasged n instructional
Systems Development steps tat tatiow this one

Yes

for

¢cmﬂ Camments & Lomments are tecor- d and subrmitied to
n 150 apprapriate persony
CuORDINATION
® Fur lurther guidance. see below

( STOP ’

What 4is the importance ¢f preparing comments fon people
wonking 4n othern steps of the instructional sysitems
development process? How do 1 necornd them?

® In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may have :
had to do work that should have been performed in previous steps. .

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In your research for this step of the Instructional Systems Development process
you may have discovered additional information that you think may be useful to
people who will be working in steps that follow this one. If so, it is equally

important that you pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE
INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL MISSION

ACCOMPLISHMENT.

A copy of the ISD COORDINATION SHEET can be found at the back of this
manual. Make sufficient copies to enable you to send one to every individual you
wish to communicate with—plus copies for your records,

Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the Instruction Settings Selection Package

(ISR Sheets).
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JOB AID FOR
VALIDATING INSTRUCTION

ISD 11,5

Manual

This is the 13th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD II1.5 Validating Instruction.” The
flowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchari document, request
it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, ‘“he/she,” the terms,
“he,” “him,” and “his,” as well as “m. n,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.




START

Have
You Read the

Introd 10 the Use Ny

e

ISD 111.5 Validating Instruction

® Thus intraduction provides the user with
nstructian on the basic structure of the
Job Asds and guidance for their use

of Job Auds
7

Yoy

introduction 1o the Use © Reter to Intraduction A
ot Jab Aids

to block 3

M.3




from blacks 1 and 2

Have You

Used This Job Ard

Betore
3

o Overview wictudes
Goal

Want 10
See an Overview ot

Obectives
the Job Aid
]

- Products

- Maar steps n process
No Worksheets used

- Descooptive flowcharts

Overview of Vahidaling @ Fre detarled overview see below.
instruction Job Ad

-
to block 6

What s the Validate Instruction Job Ald all about?
e GOAL

Validation is the process by which instructional material (course, module, lesson,
etc.) is tested and revised until you are reasonably sure it teaches what you want
it to teach. The purpose of this job aid is to provide the proc.:dures for con-
ducting validation trials.

There are two types of validation trials described in this job aid. They are:

1. Individual Validation Trials—One trainee at a time evaluates the
effectiveness of the instruction to identify major ‘‘bugs” in the
instructional material, After one or more individual evaluation trials,
needed revisions in the instruction are made. Individual Validation
Trials continue until all major “bugs” have been identified and
corrected.

2. _Cigoup Validation Trials—The instructional material is administered
to a group of representative trainees to identify any problems (bugs)
not identified in the Individual Validation Trials. Again, necessary
revisions are made in the instruction.

¢ OBJECTIVES

1. Given the appropriate directions, validate a proposed unit of instruction.

2. Given the appropriete worksheets and instruction on how to fill them out,
document:

a. the number of subjects used
b. the type of validation used
¢. the type of revisions needed (if any), for all validation trials.




¢ PRODUCT

This job aid will result in a completed Instruction Validation Recording Sheet for
both Individual Validation Trials (IVR Sheet - Indiv.) and Group Validation
Trials (IVR Sheet - Grp.)

OVERVIEW OF MAJOR STEPS IN VALIDATING INSTRUCTION

Step 1. Select trainee for Individual Evaluation Trial
Step 2. Identify and record major “bugs” in instructional material

Step 3. Determine whether another trainee should evaluate the instructional
material before any revisions are made

Step 4. Repeat Steps 1 thru 3 until all major “bugs” have been identified
Step 5. Record needed revisions
Step 6. Make revisions in instructional material

Step 7. Determine if additional Individual Validation Trial(s) are needed. If
so, repeat Steps 1 thru 6 as necessary.

Step 8. Repeat entire process for Group Validation Trials

e WORKSHEETS USED

The Tables on page M-57 and M-58 show a completed Instruction Validation Recording
Sheet for both individual and group evaluation.
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Table M.7

ISD [IL.5 Validate [nstruction

INSTRUCTION VALIDATION RECORDING SHEET - GROUP

{iVR Sheet - Grp)
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e DESCRIPTIVE FLOWCHART _

— The fiowcharts on pages M-57 and M-58 show the steps in the use of the Job
Aid for Validating Instruction. The flowchart will be useful to you in getting
a clear picture of the overall process used in this job aid. A more completely ;
described flowchart is provided in ISD III.5 Job Aids: Descriptive Authoring

Flowcharts, (Validating Instruction).




from block 4 or §

to Se# 3 Review
of Validation Process
?

® Review includes
- Dehmion
- Necesnity tor vahdation
- Proper ume 1o vairdate
- impuitance of feedback
~ How vahidation helps improve (nstruction

Review Validat.on
Process

® For further information, see below

to block 8

What {8 the process of validating instruction all about?
e DEFINITION

— Validation is the final step in the systematic design and development of an
instructional program.

— It is a process that increases the probability of successful implementation of
a program by IMPROVING, REVISING, MODIFYING, and CLARIFYING its
design and structure before the program is used in the classroom.,

o WHY VALIDATE:

— After all your hard work you want to be sure that your program works. You
can increase the chances of having a successful program of instruction by
trying it our prior to implementation (ISD, Phase V). Thus, you have the-
opportunity to revise your program until it achieves what you want it to
achieve,

e WHEN TO VALIDATE:

— You can try out instructional material at any of the following points:

1) After developing the first sequence
2) After developing an entire module ]
3) After developing the overall design of the material 3
4) After developing the entire program

— It is wise to start the validation process early in instructional development.
However, validation can occur at any of the points listed above. 1

it

M-9




T

e WHAT IS IMPORTANT ’
— The important point about validation is that FEEDBACK is obtained from a

closely observed trainee before an instructional program is taken into the
classroom.

¢ HOW DOES VALIDATION HELP:

R o o e

— The validation process can help you eliminate problems that may occur in
three areas:

1) CLARITY of your program is maxiraized by making sure that:

a) the language and reading level is geared to the level of the trainee
for whom the program is intended

b} the instructions are precise
c) the material is logical and sequential }1‘
d) the sentence structure is correct and meaningful.
2) INTEREST LEVEL of the student is determined F
a) does the material arouse curiosity—gain attention? t

b) does it cause boredom, or apathy, or disinterest? 1

3) PRESENTATIONAL FORM
a) s it appropriate and well paced? 4

— need to improve visuals, diagrams, charts?

— does instructional sequence cover too much, or not enough, 1
ground for this level?

— are more or less feedback/reinforcers needed? ’
— are tests too easy/difficult? ’
{

M-10




from block 6 and 7

8 \L
Qbtan Instruction ® Instruction Validation Recording Sheet  Individuai {IVR Sheet - Ingw ) 1s used
Vahdstion Recording to document the Indwiduai Tralfs) Vaidahaa grocess.

Sheet — Indwidua
|

11V R Sheet - Indw) ® fur quidance « obtauung IVRA Sheet Indw see heiow

to block 9

Where do 1 get Instruction Validation Recording Sheets?

® There are two Instruction Validation Recording Sheets used with this job aid:

— Instruction Validation Recording Sheet - Individual (IVR Sheet - Indiv.)
— Instruction Validation Recording Sheet - Group (IVR Sheet - Grp.)

e The IVR Sheet - Grp. is on the reverse side of the IVR Sheet - Indiv.

¢ The Instruction Validation Recording Sheets are available for duplication in the
pocket a. the end of this manual.

® To see an example of completed IVR Sheets, refer to page M-6 and M-7.

i ik o e s e




from block 8

Compiete Section | of o Intarmation included in Section [ 13 as follows
1VR Sheet - Indw. - Course MOS Code

- Skt tevel

~ Instruction under deveiopment

~ lnstruction baing validated

- Indwidual Vahdation Toal Number

@ For guidance n compiening Sectian | of {VR Sheet- Indiv _ see helow

to block 10

How do T complete Section I of the Instrhuctivn
Validation Recording Sheet - Individual?

¢ COURSE MOS CODE AND SKILL LEVEL designation is the MOS and skill i 3
level for which the instructional material is being developed. '

e INSTRUCTION UNDER DEVELOPMENT may be an entire course, module,
lesson, etc. that you are working on. It can contain more than one piece of
instructional material.

e INSTRUCTION BEING VALIDATED may be only one piece of instructional
material (e.g., a slide-tape) from the entire course, module, etc. that is being
developed. Sometimes, however, Instruction Under Development and Instruction
Being Validated are the same thing.

¢ INDIVIDUAL VALIDATION TRIAL NUMBER refers to the specific product
you are validating at this time. Within an individual trial, more than one
trainee should be used to evaluate the material before revisions are made.
Each trainee would be tested on the material individually in order to gain
information on what kinds of revisions are necessary. This would consti-
tute TRIAL NUMBER 1. After revisions are made, new trainees may be
tested on the material (again, they would be tested individually) and new “.
revisions would be indicated. This would constitute TRIAL NUMBER 2. i
The process would be continued until you decided that no more useful i
information could be obtained from further individual trials.

— Another way of looking at this is:

Trainee 1 Trainee 1 \ ’
Trainee 2 . Trainee 2
Trainee 3 Trial No. 1 Trainee 3 Trial No. 2

etc. Trainee 4

etc.

Trainee 1
Trainee 2 Trial No. 3 ETC.

etc.

M-12




What dces the IVR Sheet - Individual Look Like when
Section 1 has been completed?

Example:

ISD II1.5 Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - INDIVIDUAL

VR Sheet — TRvT ——

SECTION ¢ CQURSE DESCRIPTION
Coutse MOS code ,SQ_P__ - e Skt tewet 2 o Indvictuai Val aation

e Basie Frse Aid U Module L CPR__ e |
| SECTION i, EVALUATIQNS BY TBAINEE

A ISD Personner Condunt g Evaluat.on TB Methadts: Used for Evalogtion T

D RAesuits of Evgluat-on




from block 9

Study Guidelines for ® Guidelines expiasn the process of, and proceduces used in. 2 vahdation toal using
Validation Using # ungle traines a3 3 subject

Individual Tl o fot turther ntormation, see beiow

Evaluavonisy

to block 11

What guidelines should be foLlowed in conducting
validation using Lndividual trioak evaluation?

¢ CONDUCTING INDIVIDUAL EVALUATIONS:

1) During the individual evaluation of instructional material, a single trainee is
closely observed as he uses the material. Wherever the trainee has difficulty
or seems uncertain, this should be carefully noted, even if it concerns only
one teaching point. If the trainee has trouble understanding or applying
one rule or principle, more than likely he will have difficulty in accomplish-
ing the behavior to which that rule or principle applies.

2) During the process of validation, it is very important that both the instruc-
tional materials developer and the trainee understand their roles in the
process. You should explain to the trainee that he is not being evaluated,
but the system is. Trainees need to be urged to participate actively and
respond as required. It is through the feedback provided by the trainee
that you can determine the adequacy of the instructional materials. You
must remember that the failure of the trainee to perform competently at
this stage is a reflection on the instruction and not the trainee.

3) After the trainee has completed the unit of instruction and the criterion
examination, he should be encouraged to discuss any areas in which he
experienced difficulty. Severul individual evaluations should be conducted 3
before any significant changes are made. ’

e USE OF INDIVIDUAL EVALUATION RESULTS:

When certain error patterns occur during successive evaluations, it is an indication .
that revision is necessary. For example, if several trainees fail to meet the

standard of performance established for a particular criterion objective, the
instruction leading to that objective needs to be analyzed and revised. 1f the
instructional unit has to be revised significanily, it would be best to conduct one

or more individual evaluations to check the results of the modifications. However,
if the instructional sequence is basically sound and requires only minor changes, a
group validation can be started. (Group Validation is discussed later in the manual).




from block 10

Begin INDIVIDUAL
Trisd Evalvation of
Instruction Using
Firtt/Next Trainee

to block 12

® This block begins the indwidusi Validation Trial(s) process.

M-15




from block 11

]
Record ISD Personnel ® The name and of the ISD the
Conducteng Evalustion avalualtion 18 recorded.
(m'gmi'_ﬁl':’:f’ ® For exampie, see below
to block 13

What does TVR Sheet - Individual Look Like when

personnel conducting evaluation 4is recorded Ain
Section 11, Block A?

Example:

I1SD 111 S Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - INDIVIDUAL

(IVR Sheet -~ Indiv)

SECTION | COURSE DESCRIPTION

A& SD Personne Contlueting Evatualion

N-Mn,S_EC._Maz%_LLuLJ—' —_
o _VSAES YCD

|

A 1SD Persant 1 Conducting Fyiuatin 1B e

Name

Crgaan aticn

}

D

R




from block 12

Select/Record Validation ® Meth. s used in validation are

Metnod(s) to be Used in - Tests - Interviews

Evaluation - Guesuonnaires - Observation

|Section 11, Black 8, - Attitude Scales ~ Dther mathods specitic to the raining situation

IVR Sheet-Indiv |

« For turther exptanation, ses below.

to block 14

What are some methods used in the validation phocess?

e There are a number of methods that may be used to obtain various types of infor-
mation during the validation process. The decision to revise instructional units
is based on these responses.

s VALIDATION METHODS:

1)

2)

3)

Tests: To obtain scores from the trainees who are being used as subjects
in the validation process.

— There are four general types of tests:

1) Entry tests

2) Pretests

3) Posttests

4) Within-course tests

— Patterns of incorrect test responses indicate the possibility that instructional
material is not clear in particular areas. Since each test item is referenced
to a particular element of a task, it is relatively easy to identify the prob-
lem area.

— Pre/posttest scores allow you to compute the learning gain achieved by
the material.

Questionnaires: To collect data on the effectiveness of the format and

content of the material.

— Questionnaires provide direct feedback from the trainee on those areas
which he feels need improvement.

Attitude Scales: To collect data on the attitudes of the trainees toward
the instructional unit. '

— Attitude scales indicate whether or not the trainee was motivated by
the instructional unit.

wRah




4)

5)

Interviews: Can be used instead of No. 2 (Questionnaires) and No. 3
(Attitude Scales) above.

— Interviews provide an open-ended format which allow the trainees to
express themselves more fully. However, interviews are usually more
time consuming than the other methods.

Observation: To collect data on those areas of the instructional unit that
seem to be confusing to the trainee.

— Your observations are the most important element in this process because
your impressions may form the basis of instructional revision.




wsed forn evaluation 48 reconded in Section 11,
Block B?

Example:

ISD II1.5 Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - INDIVIDUAL

(VR Sheet — Indiv)

What does TVR Sheet - Individual Look Like when method

SECTION | COURSE DESCRIPTION

v SEC Lewis .
oo USRES, O . _

Coune MOS coe__FIP N e o tedvous Vatdaten
tnstracthion unider lostruetion
awoomes Bagre Firse Ard . wowwwsModule 4, €PR___  resi_ 4
SECTION Il. EVALUATIONS BY TRAINEE ——
A& 15D Prrsannm Corddugtng Eyatuation B Methodis Usedd to Eaaloa? or




from block 13

]

Select/Record Trainee to
be Used in Evaluation
[Section i1, Block C,
(VA Sheet--Indw |

& Tiamees who are representative of the target popuiation are selected as subjecis

o Furturther guidance, see below

to block 15

How do T choose a sample of tralnees on which to conduct
an Andividual thial validation?

o INDIVIDUAL TRAINEE SAMPLING:

— The individual trainee should be representative of the intended target population.
The trainees selected for the purpose of validation should fall within the range
of aptitudes, prior knowledges, skills, and background of the typical target
population.

— Those trainees who are selected should possess higher aptitudes within the
targer population range. If they have trouble learning ti : material, then
obviously the material would be too difficult for the less capable trainee. Also,
the higher aptitude trainee will be better able to point out weak areas in the
instructional unit.

What does TVUR Sheet - Individual Look iike when
Section 11, Block C "Trainee and Instructional
Personnel Used" 4s §illed in?

Example:

ISD 111 5 Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - INDIVIDUAL

WVR Sheet Indivt
SECTION | COURSE DESCRIPTION
Couro 0m e §3P I 7
soeie Basie First Avd v oo Module | CPR v
SECTION H  EVALUATIONS B8Y TRAINEE
Fa T el T e ! [
vee SEC Mear L&“”‘ - .'/, | LR 2 JDJE"’ Dgnpj
Y- YSAE Y CD - X ?A‘!f}ﬂn.
R . SFC Ollie Shore
PR e USAES —
e ¥ e Ohzgevahien N\ et x :/‘/z://
FT R o - - e




from block 14

Prapars Validation  Validation Recording Forms inctude:
Recording Form(s) ~ Questionnaires
(VR Forms) -~ Attitude Scales

- Interview Forms

~ Observation Forms

« For guidence in preparing Vahdstion Recording Faims, see below

to block 16

How do 1 prepare Validation Recornding Forms (VR Forms)?

e The purpose of the test trials is to collect information about the trainees, the
materials, and the procedures. You must have a system for collecting and record-
ing the data so that decisions can be made based on the data. There is no point
in collecting particular data unless you intend to use it.

— Usually you will need data such as:

a)
b)

©)
d)
e)
f)

background information on the trainees

results of pretests, entry level tests, attitude measures, and within-course
test items

validator’s comments to trainees

trainees’ questions and remarks

length of time required on different parts of the instructional program
results of posttest and interviews

¢ Guidelines for constructing validation recording forms:

— Attitude scales:

A) Attitude scales are used to collect information about the trainee’s feelings
toward the unit of instruction. The following are examples of the type of
question that you may want to include:

1)

2)
3)

4)
5)
6)
7)
8)

Did the activity help the trainee achieve the criterion on the
learning objective?

Did the trainee learn skills that he expected to use on the job?

What did the trainee think about the activity’s: a) level of difficulty,
b) vocabulary level, c¢) pace, d) etc.?

Did the trainee think that the activity was interesting?

Did the trainee feel pressured?

Would the trainee prefer a different type of instruction?

Did the trainee think that the material was clearly presented?

ETC.
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B) In general, attitude scales should be constructed so that:

1) the items are worded in such a manner that the trainee has a range
of choices.
2) the choices provide for positive, negative and neutral positions
along the scales. For example:
This activity was:
{ I ! 1 ]
| T 1 1 L
Too Simple Average Too Hard
3) the items are counter-balanced (the reversing of positive and negative
poles on each successive item) to avoid response sets (the tendency
to arbitrarily check off the same response when answering a list
of questions).
4) both the trainee and the scorer are able to tell which responses are

— Trainee background information:

Examples of background information that you may want to gather about the
trainee include the following:

1)
2)
3)
4)
3)
6)
7)
8)

positive and which are negative.

Trainee’s name

Trainee’s grade

Highest level of education
Time in service »
Trainee’s MOS
Time in MOS
Title of present job

ETC. 1




— Data gathered through observation:

You are the most important part of the observation process. Your interpreta-

tions of what you see when the trainee is engaged in the learning activities,
become the data on which your decisions will be based. The following are
some suggestions of what to look for when observing a trainee:

1)
2)

3)
4)

5)

How long does it take the trainee to complete the task?

Does one particular area of the instructional unit seem to present
a stumbling block to the trainee’s progress?

Does the trainee’s attention seem to wander, indicating areas that
may be boring or too difficult?

What problems did the trainee encounter using the material. For
instance, were instructions easily understood?

ETC.

— Results of written tests:

Besides looking at how many items were passed and how many were failed, it

is important to look at tests results to see whether incorrect responses seem

to group around one particular area of the instructional unit. That is, did the

trainees consistently answer incorrectly the material dealing with one or two

particular points. This information would indicate an area of the instructional

unit that you may want to consider revising.

— Data from interviews:

1)

2)

3)

The same type of information as was obtained through attitude scales
may be gained through face-to-face interviews with the trainee. Both
techniques have their advantages and disadvantages.

The advantage of an interview is that the trainee can answer your questions
in an open-ended style. He can give you as much informatjon as he wishes

wiihout the constraints of space provided on a page.

This open-ended style of answering questions may then lead you to think

of other questions you want to ask.




dokk

In general, the following guidelines should be followed when con-
constructing validating recording forms:

1)
2)

3)
4)

5)
6)

7)
8)
9)
10)

11)

12)

Don’t use terms or ask questions about topics that your
respondent will not know about.

Make sure that any answer the respondent makes will have a
clear meaning to you.

Don’t ask people to make undesirable choices.

Don’t lead your respondents by wording the item so they will
know what answers you want,

Make the item and the choices short, and use simple words.

Make certain the item clearly specifies what you want the
respondent to do.

Don’t ask respondents to do several things in one item.
Don’t ask for several kinds of information in one item.
Don’t use tricky wording, especially double negatives.

Don’t ask for fine distinctions, unless you know they will be
meaningful to your respondents.

Don’t word your question in such a way that the balance of
responses will unavoidably be in one direction (loading).

Be sure your answers are worded so that someone who disagrees
with you can find an answer presenting his side of the issue.




from block 15

Present Instructionsl ® Wethods are discumed for pressntation of instructional materisd. They include.
Materisd to Traines ~ Who should present the material

~ Location (site) tor pressntation

~ Amount of materal to be presented

® For turther intormation, see below

v itk R “'

;o block 17

What are the various ways that instrwetional materials
may be presented?

e WHO PRESENTS THE MATERIAL:

— Material may be presented by validation personnei or by course instructors.
If presented by course instructors, their observations of the trainee’s perform-
ance can become an important part of the validation process. If you are
presenting the material, you should plan to record your observations. If
course instructors are presenting the material you should record their

observations.
¢ WHERE MATERIAL IS PRESENTED:

~ On an individual evaluation, material may be presented any place that is both
convenient and has the proper equipment. This may be your office or the
actual site where course instruction will take place (e.g., classroom).

¢ HOW MUCH MATERIAL SHOULD BE PRESENTED:
— On the first individual trial, present all of the material to be validated. On

subsequent trials, once revisions have been made, you may want to present
only those parts of the instructional material that has been revised.
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from block 16

Adminster/Record
Respanses an VR Formis}

Analyze VR Formis)

—
to binck 19

@ Forms may sithar be fidted out by the trainge (e.g . an atitude scais} ot by the
personist conducting the validation (e.g., 1esponses 10 an interview).

© Forms are analyzed for patterns of respanses of other information indicative of
whether of N0t revision of matersl 1s necessaty




from block 18

Record Resalts of » Followsng are exampiss of typss of inlormation that should be racorded
Evelugton - Putteens of correct and incovtact responses
[Saction t1, Block D, ~ indicationt of prablem arsas wiihin the instruct:onal niatenal i
IVR Sheet-indiv ] - I‘r:m:mn.muuﬁm i
e For further guidance, soe below
to biock 20 :
What type of ingormation might 1 necond on the IUR
Sheet - Individual, Section 11, Block D?
® Information gained from the validation procass is recorded. Examples of the
kind of information that should he recorded are:
a) areas of difficulty in understanding instructional material—e.g., the vocabu-
lary level was too high for trainees.
b) areas of difficulty in the way the material was presented—e.g., the pace
was too fast.
c) comments of trainees’ that lead you to believe that revisions should ')
be made—e.g., the material seemed to be boring.
d) ETC.

What does IVR Sheer - Individual Look Like when the ;
nesults of the evaluation are recorded Lin
Section 11, Block D?

Example:

INSTRUCTION VALIDATIUN ...

{IVR Sheet - Indiv)

SECTION I© COURSE DESCRIPTION

Comemoscode_ SIP s 2 L
Instruction undet Dstcian
deulowmg!;"ﬁ Fl’r; thhd g salndated deylg 1, CJ’R .

SECTION It EVALUATIONS BY TRAINEE
A 15D Personnel Conduching Evaluaton } B Mttt Owd Lo By ot ar

Orgenrston_U§

RAre .ty of Evaluatun

Could net arswer review guestians on pages 3ane Il
Mos Fam.ii

&r widh terms! Simuleted, manncguin, Staravm

A 1SD Prrseriner Comturtiag € vaniat-ae N TR S

M.27




— v

from biock 19

Determune if Additionai @ For guiderce in determining if an additional traines should be uasd to
Trainee is Needed Prior svaluate the nstructionsl materal, see below
to Revision of

to block 21

How do 1 determine Lf an additional trhainee is needed
within a validation trnial?

e Your own judgment becomes very important here. The decision tc uge ansther
trainee before revisions are made should be based on whether or not you see
some pattern to the types of responses you are getting. Once a pattern has been
established (i.e., you are getting just about the same information from each
individual) you can begin to plan for revision of material. Usually 3-5 trainees
per trial constitute a good sample.

e Don’t forget, you are working with a “law of diminishing returns.” That is,
most information will be obtained from the first few trainees. The results
obtained from testing many more additional trainees may not be worth the
time and effort that is involved.

M.28
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from block 20

PR mamiaah c Sive,

i}
¥ Record “No Revision o For example, see below
Facord
(Section Hi,
1VR Shest—Indiv.|
L J ,"
- Goto
/ Black
N
to block 24
What does TVR Sheet - Individual, Section 111 Look
Like when "No Rev.isions Needed" is nrecornded?
Example:
——
R No revision needed »

sl

. ‘ '
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from block 22

x|

Record Summary of @ For example, see below
fequired Revigions
|Secuion 1)),

IVR Sheet—Ingiv.

to block 25

What does TVR Sheet - Individual Look Like when
summary of nequired revisdions L4 nrecornded 4n
Section 1117

Example:

Otgameation

D' Resylts ot Evalustion

—

N I SUMMARY OF REVISIONS REQUIRED

Meaterial on peges I and 2, V€nd 10 necds more explenat: on

Desine Stmuleted, mannegors, Sternum

N\ Date Arvisions Compieted




from block 24

2%

® Aavisions will normally be made by the individual{s) who developed the
instruction being evaiuated

%

Obtain Supeivisor
Approval of Revisions

ri

Record Date Revisions ® For example, see below.
Compieted
[Section 11,

IVR Sheet—lndiv.|

I

to block 28

What does IVR Sheet - Individual Look Like when date
nevisdion 48 completed 48 neconded in Section 1117

Example:

Orgamuaon

O Results of Evaluation

SECTION 11I- SUMMARY OF REVISIONS REQUIRED

ﬁd#vul on P.Je.s ! and 2, T end /0 nesds more esupicnatren

Define . Simuiored, manneguin, St raum

P K‘Dur Revsions Compiered_ 10/ 30/ 7 §




from block 27

Qeteccrune it Addinonal & When sewisions resuiting trom the previous Indwidual Vahidation Traal wen
INDIVIDUAL Vahdation extensive, an additignal Individual Vahdate , Trial may be desirable

b Trial 15 Needed ® For nformation and guidance, ste below.

to block 29

How do 1 determine if additional validation trials *
are needed?

® Generally, the decision as to whether additional Individual Validation Trials are
needed will be based on such considerations as:

a.  If the previous Individual Validation Trial indicated that no revisions were
needed, then additional Individual Validation Trials are not needed.

b. The previous validation trial may have disclosed a “bug” which required
immediate correction. (i.e., you didn’t even get through all the material.)
In this situation you would need an additional Individual Validation Trial.

¢. A large number of revisions have been made as a result of the previous
validation trial. You will probably want to have an additional Individual
Validation Trial to determine that you have not introduced new ‘‘problems”
as a result of the revisions.

d. Whenever in doubt, conduct another Individual Validation Trial.
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from block 28

[
Additgnat
Evaluation of Revisions
Needed
E)

to block 31

Yos

30

Obtain New IVR Sheet-
Indiv. and Campfete
Section |

Go to
Block

M-33
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from block 29

Study Guidelines for o Guidelines explain the process and procedures used in a validation trial n which
Validation Using Group a group of trainees is used to evaluate the nstruction materisd.

Trial Evaluation{s)

® For guidelines, see below.

to block 32

What guidelines should be foLlowed in conducting
validation using group trnial evaluation?

e CONDUCTING GROUP EVALUATIONS:

— The reason for trying out instruction on a group of trainees is to determine
how that portion of the instructional system functions under conditions
similar to the actual classroom situation. Too, it is more economical to
gather data concerning the effectiveness of instruction from groups than
it is from individuals. Therefore, validation trials are expanded to groups of
trainees as soon as satisfactory results are obtained with individual trials.

- At this point in validation, time becomes a factor. It is not sufficient that
a trainee learns the material in an instructional sequence; the trainee must also
complete it within a reasonable period of time. Therefore, in a group trial,
the time needed by each trainee to complete an instructional unit should be
tabulated in addition to recording the accuracy of trainee responses.

— Some effort should be made to establish the maximum number of trials the
trainee would be permitted in order to reach criterion performance. Trainees
who are allowed continuous trials and still do not attain success become frus-
trated and agitated. These behavioral reactions do not complement the training
effort. A remedial program with a new approach or smaller steps may well
be the alternative.

e USE OF GROUP EVALUATION RESULTS:

— The group trial should be a success because of the nature of the pro-
cedures for individual trials. It is likely that any instructional changes
will be minor. As in the individual trials, if a segment of instruction
undergoes a significant revision, another group of trainees should
be given the modified instruction until additional data is gathered and final
revisions are made.

— This cycle of teaching, testing, analyzing, and modifying is continued until it
e ik is proven that the trainees can perform to the level specified in the standards
it for the objectives.
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from block 31

w |

Compiste Section { of @ Instructign Validation Recording Sheet -Group, is on reverse side of
tnstruction Vahidation 1VR Sheet - Indiv
Recording Sheat- Group ® For example, see below

(1VR Sheet-Group

l

to block 33

What does Instruction Validation Sheet - Group
(IVR Sheet - Grp) Look Like when Section 1
has been completed?

ISD III.S Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - GROUP

{UMB Sheet - Gral

S T—
SECTION | COURSE DESCRIPTION

Course MOS code 5 3_P7,_ i Skattevet g S — hmm

Instruction undes Instruction /

development Bg;[c F‘:'E;f-kﬂid B e vahdered Mod ule [* CPR Trat No

SECTION i): EVALUATIONS BY GROUPS OF TRAINEES

mﬂlu Used for Evaluation

AT Tonnel Conducting Evatuation € Tramees and Instructional Personnes Used
tor Evaluation
Name Testy Number
Orgamzation Questiornades Trainee Orgamization
Attnde Scates tastructor
Interviews Organizatan
Other (Specity! __ Date iner

D Aesults of Evaluatian

—
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from block 32

3 |

Begin GROUP Trial
Evalustion of Instruction
Using First/Next Group

I

to block 34

o This block begns the Group Vahdation Trialis} process.
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from block 33

|

Record 1SO Personnel

the

o The name and orga of the

Conducting Evaluation recorded
|Section 11, Block A,
VA Sheet-Grpl

» Far example, see below.

l

to block 35

What does TVR Sheet - Gnp Look Like when personnel
conducting evaluation has been necornded in

Section 11, Block A?

Example:

INSTRUCTION VALIDATION RECORDING SHEET - GROUP

ISD II1.5 Validate Instruction

{IVR Sheet - Grp|

SECTION | COURSE DESCRIPTION
Coune w05 e §3 P

Suttiever Q-

Instruction ander

Imtruction

areiopmens Rasic Frege Aid wog varaned Modyle |, CPR

A 15D Persanne! Conducting Evaluation

ne__SFC Mary Lewis

Gegnronon_USAE § IC D

/!

e
SECTION | thLUAMOUPS OF TRAINEES

B Method'sl Lwed 1 Evsiuation

Tewn
Guestionnarer
Attade Scotes
intervews

Othar (Sper dy)

et aLIENEPE e YL I gy




from block 34

3% l

4 Select/Record Validation ® The validstion methodis) used in Group Validation Trisls are the same as for
Y Method(s) to be Used in Indwidual Vslidation Trials. They ate
3 Evaluation - Tess ~ Interviews
{Sscecon 1, Block 8, - Questionnaires - Observation
VA Sheet-Grp] ~ Attitude Scales — Qther methods specific to the traning situstions.

For example of how to record validation methods, see below.

=

to block 36

] What does IVR Sheet - Gnp Look Like when
' validation method(s) have been recorded 4in
Section 11, Block B?

Example:

ISD II1.5 Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - GROUP F

{{VR Sheet — Grp)

SECTION I. COURSE DESCRIPTION

Course MOS code 5 3 P Skl leved l Group Valdaton
Instruction under tnstruction
development Bg;ic F(r,:-f 41! being valdated lf!odu/eﬂ l, PR Tral No l
SECTION I1: EVALUATIONS BY GROUPS Qi RRINEES -l

A ISD Personnel Cangucting Evaluation B Methodis} Used for Evaluation \ € Tramees and fstructional Pecsonnel Used
for Evatuatron
Name__SFC in’ Llewits | ety Number
Orpnston_(SAESSED | &7 quesnonnanes Tranee Qrgamizanion
Atttute Scates msteuctor
Interviews Organranon
Qiher (Specity) Oate 1nstruction Gen
/|

0 Results of Evaluation // ]
d

8 Method(s) Used for Ev °

A 1SD Personnet Canducting Evalustion

Norme.
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from block 35

Select/Record Graup to
be Used in Evaluation
[Seetion 11, Block C,
VR Sheet~Grp)

® Groups of trsiness who are reprasentalive of the target populstion are
wincted as subjects.

® For lurther guidance, see beigw

to block 37

How do 1 choose a sample of thainees 2o
conduct a group trial validation?

o GROUP TRAINEE SAMPLING:

— The trainees selected for this phase of validation should also represent the
targei population. The selections should include an even distribution of low,
average, and high aptitude trainees.

— Up to this point, the success of the system may have been a result of limiting
trainee sampling to those with the higher aptitudes. Now you need to see if
the same instruction is just as efficient in teaching trainees with lesser ability.
Trainees with lower aptitudes should be able to accomplish the assigned
learning tasks, though it may take them longer to complete the sequence.

complete the sequence.

What does IVR Sheet - Gap. Look Like when Section 11,
Block C, "Trnainees and Instructional Personnel
Used for Evaluation" is f§illed in?

Example:

ISD I11.8 Validate Instruction

INSTRUCTION VALIDATION RECORDING SHEET - GROUP

(IVR Sheet - Grp)

SECTION ). COURSE DESCRIPTION
Courre MOS cose__ §3 P Skl tevel__ ok Group Vatidstion
Imstruction under Instruction
cevviopment Joasre Eirge Ard beng vadated Module |, CPR [T 4
. SECTION 11:  EVALUATIONS 8Y GROUPS OF TRAINEES
A. 1SD Personnet Conduzting Evslustion B Methodis} Used tor Evatuation C  Tramees and Instructional Personnel
tor Evaluation
ne_ SFC D&za bewis & e Numbe 20
Orerroron_USAES "€ o Questannaves m g;’[A, B~
Attrade Scaies maocrr_SEC Ollig Jones
Interviews. Organaton_ (S AES
Other (Specdy) ; Dute Imateuction Goen_{0/20/ 73 /




from block 36

Prepare Validation o Validetion Recording Forms for Group Vahidanion Trials are ementisily
Recording Form{s) the same as for Individua! Validation Trisls. They include’
(VA Formi ~ Gumtionnaire

- Attitude Scales

- interview Forms

~ QObservation

@ For guidance in prepaning Validstion Recording Forms sae beiow

to block 38

, " How do 1 prepare Validation Reconding Forms
(VR Forms) for groups of trhainees?

o The guidelines given on pages M-21 through M-24 of this manual for preparing
VR Forms for individual trainees also apply to groups of trainees.

® In addition, you will probably want to prepare a form that will enable you to
see at a glance which areas of the unit of instruction are causing difficulty for
your group. This would probably take the form of a summary table. It would
; need to convey the following types of information:

1) Trainees’ responses

2) Number of trainees making a particular response
3) Number of questions

4) Number of trainees passing each question

5) Number of trainees constituting each group
6) ETC.

M-40
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For Example:

erning

jective

DATA SUMMARY

KEY:

Participant Papticipant Participant Parlia(pcnt Total
A B [

]
+ Right g
- Wrong H
¥

? pU + + + - 3 ‘
2 16 . + + + 4 ~
3 2 + . . - 3
L} 3 + + . + 4
I e e e e— —— :
pre -
1 1 - + . - 2
1. ? - + + - 2
R 3 - - + - 1
3 . - . . R 0
4 5 - - N - 0
¢ 6 - - . . Py
5 ? . . . . 0
¢ o T 7 T 3 2
# Lesson
Questions (S1ide)
1 3 - + % . 2
1 7 + + + - 3
1 12 + + + . 3
2 16 - - - - o
2 Y . . . . .
3 ) . - . . 2
3 23 . . . A 2
3 2 . . . B 3
4 30 - - 3 - 1
5 41 3 . . . ‘
s ™) . R . . .
6 53 N . R _ 2
¢ TohL %
Posttest
1 1 + . . . 3
1 2 . . . . )
t 3 . R . N s
3 ¢ + N ; ) .
[ 5 . R . i ,
] 6 . R . i R
H 7 . . . . .
¢ ToTAL 0

{
{
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from block 37

Present Instructional @ Methods ace discussed for presentation of the instructions) matenal to a
Materiat to Group oup of trmnees.

# For turther intormation, see below

to block 39

What gactorns do 1 considern 4in presenting instruc-
tional material during group validation trials?

® For administration of Group Validation Trials you should duplicate the actual
instructional situation as nearly as possible,

1. Use instructional personnel who will normally give this particular instruction.
2 Use the actual instructional setting (i.e., classroom, lab, etc.)

3. Have all equipment, tools, etc. available.

4. To the extent possible have available all auxiliary material (handouts,

slides, displays, etc.).

e The personnel conducting the validation trial (you) should try to maintain a
low profile. You do not want to influence the outcome of the validation trial.



from block 38

39

|

Admnister/Record
Responses on VR Formis)

o

to block 40

® Forms may be filled out by trainees (attitude scale}, instructor (comments),

validation team Linterviews}

M-43
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from block 39

Analyze VR Form(s}

to block 41

@ Forme are analyzed tor patterns within the group or ather informanion
ngicative of whethes o1 not revisian ot Materal s necessary

M-44




from block 40

o |

Record Resuits of » For example, see below
Evaluation

{Section 11, Biock D,
IVR Sheet-Grpl

I

to block 42

What does IVR Sheet - Gap. Look Like when nesulits
04 evaluation are reconded in Section 11, Block D?

Exampie:
SECTION | COURSE DESCRIPTION
Cowrse MOS code___ 5 3 P Sl e
instruct.on under geegcton
deveiopmert Rasic Firse Aid being vahdated_g
SECTION 11 EVALUATIONS BY GROUPS OF TRAINEES
A 15D Personnel Conduct:ng Evaluatian | B Mthootst Used o1 Evaluation i~
e SFC ”"5 bewis ( & e Number
Orguniaton_VSAES,C p ]\ [ YT, Tranee Grgamistong,
i Attryde Scales ’ it GFC Olhie -
| Inersows ! Oaa aror_ YPIBES
" drer Specty —_— Bate drstrsticr Guen /0304 I8 i
D Results of Evatyaton
Qvesdrons 3,5, 6,70 and VS haue grve -cucj erSwewrs
80 % lacKed rry behavive
o = —— e -
A 5D Per Eaalual B et wat o Evogalan .
™
e o Tt Nortw
Cgeniat 0 . o U s
J AN S
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from block 41

Determine it Addrtionat @ For quidance. see below
GROUP 1s Needed Prior

1 Revision of
Instruction

to block 43

How do T determine Lif an additional group evaluation
04 the instructional material Ls needed before
nevisions are made?

M-46

e In general, you should follow the same guidance as was given for Individual
Validation Trials (page M-28). Usually you will not require very many Group
Validation Trials before a revision is made. Consider the following:

1.

If a problem is disclosed that effect a large percentage of the trainee
group you can be fairly certain that this is indeed a problem for the typical

trainee. You would not need additional Group Validation Trials to con-
firm the existance of the problem.

If only a few trainees in the group have a specific problem with the instruc-
tion you might want to consider having the instruction administered to
another group to determine that revisions are indeed called for.




from block 42

)
Agditione Gioup
Neeng 7

Ne

Is
Revision ot
Instructional Material
Required
1

Record “No Revision
Needed™

[Section 11,

IVR Sheet-Grpl

to block 46

o For example, see below

What does IVR Sheet - Grp. Look Like when "no
nevision needed" As necorded 4in Section 1117

Example:

nales
forerview:

_ Owher Ispecity)

witictional Personnet Used

or # valugtion

Trawe

Tramer Oegacnzation

Insteuctor

Grganvzation

Date Gwen tnstructun

/Mn T

f SECTION (Il SUMMARY OF REVISIONS REQUIRED

No reyisions needed

~

i e Completed.




from block 44

« |

Record Summary of o For example, see below
Required Revisions
(Section i,

VR Sheet- Gep)

to block 47

What does IVR Sheet - Gnp. Look Like when the
summany 04 revisdions 4is necorded in Section 1117

Example:

Organura,

0 Results of aaluation

A 15D Proonel Lo

Name

Qrge- ranon
o
_ 1latr Gy _

0 Res ' . - B T
» -
L

————— T T T T e e—
SECTION 1N SUMMARY UF REVISIONS REQUIRED .

p‘“’"t quassians 3,5¢ €na /§
D"Op 7,“..4.. 10 &nd Hhe maMal /.g,,-mj e teen ol N
/

RQ(»"’I. ""’\7 bt‘mwnsl tdd e M:cuuj pracego 3tes do Ma Assen

n‘\ et B e é .
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from block 46

|

Revise Instructional
Material as Necessary

I

to block 48

® Revisions witl normally be made by the individual(s) who developed the
instruction being evaluated.

e e i v Al




from block 47

Obtain Supervisor

Approval ot Revisions

to block 49

M.50




from block 48

o |

Record Dete Aevisioms
Complered

{Section 1,

1VR Sheet - Grp|

[

to block 50

@ For exampie_ see below

What does TVR Sheet - Grp. Look Like when the date
that revisions have been complfeted are nreconded

Ain Section 1117

Example:
o for Eviluation
Meme T Teainee
0 ___ Oumtonnawes Tranee Organzation
_ Aintude Scales tnstrucior
o inTErews OGrguaization
o Other tspecity) Date Given lnstruction

©  Resuits of Evaluation

SECTION 111: SUMMARY OF REVISIONS REOUIRED
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L !
from block 49
Determine (f Additional ® When revizions resulting from the previous Group Validation 1rial were
Group Validstion Traal extensive, an addrtional Group Vahdation Trial may be desirable
15 Needad « For further information and guidance, 3ee below.
to biock 51
v
v
How do 1 determine 4§ additional group validation
tuials ane needed?
® The decision process for determining whether additional group validation trials
are needed is simijlar to that for Individual Validation Trials for convenience,
it is repeated, in part, here.
e Generally, the decision as to whether additional Group Validation Trials are
needed will be based on such considerations as:
a. If the previous Group Validation Trial indicated that no revisions were
needed, then additional Group Validation Trials are not needed.
b. The previous validation trial may have disclosed a ‘“bug’’ which required
immediate correction. (i.e., you didn’t even get through the entire material.)
In this situation you would need to have an additional Group Validation
Trial.
c. A large number of revisions have been made as a result of the previous
validation trial. You will probably want to have an additional Group
Validation Trial to determine that you have not introduced new “problems”
as a result of the revisions.
%
|
4

1
1

|
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from block 50

[
Additional
Group & of

Revizions Needed,
?

No

52

Obtain Naw 1VR Shest~
Grp and Complete
Section |

to block 53

Go 1o
Biock

o

3

preare;
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83

from block 51

|

Submit Compieted
VR Sheets to
Supervisor

-

to block 54




from block 53

Any # Duning the instruction vahdation process information ¥
Intormation may have been obtained that would be usetul to

i Yes persons who performed activities that fed \nto the :

. -

Instruction Validation process. Sumilarly, infarmaton

tor
Working in Other i1SD
galm:ks may have been obtained that would be uselui to
? Bmons who will be engaged 1 Instructignal Systems
evelopment steps that follow this one
No

55

o Comments are recorded and submitted to
appropniate persans.
o For turther guidance, see below.

Record Comments on
ISD COORDINATION
SHEET

( STOP

What is the impontance o4 preparing comments for
people working in othen steps of the instructional
systems development process? How do 1 necornd them?

¢ In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between
the people involved in the process. At some time or other you have probably
complained about the input that has been provided to you. Sometimes, you may
have had to work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
] TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In your research for this step of the Instructional Systems Development process
you may have discovered additional information that you think may be useful
to people who will be working in steps that follow this one. If so, it is equally
important that you pass this information on to appropriate people.

[ REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL

3 ' SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE
INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL MISSION-

ACCOMPLISHMENT.

M-55




e A copy of the ISD COORDINATION SHEET can be found in the pocket at .
the end of this manual. Make sufficient copies to enable you to send one to
every individual you wish to communicate with—plus copies for your records.

e Complete the ISD COORDINATION SHEET in duplicate. Send one copy to
the individual and attach one copy to the Instruction Validation Recording

Sheet (IVR Sheet).
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‘ START ’

Haw
You Resd the No
10 the Use
of MV
’
Yoz

Intraduction 10 the Use
ot Job Auds

Have You
Used This Job Ad
Butors
’

No

Yes

Yo

Cvenvigw of Validaung
tnstruction Job Aud

Aeview Validetron
Process

L/’—\
Obtain tnstrucnon
Vahdation Recording
Shoet - indrvidusd
[IVR Shewt—tndw]

S

Complete Section 1 ot
VR Shest -Inry

10

—
Study Gr:idwinas for

Vahdation Uning
Indretunl Toal
Evelugton(s)

L — —J

Begn INDIVIQUAL
Teial Evalustion of
Instruction Using
First/Next Traines

12

Record IS0 Pensannel
Conducting Evatuation
[Secuion 11, Block A,
(VR Sheet- Indre.|

Seisct/Racord Vahdation
Mathodis) to be Used in
Evaluation

[Secuion 11, Block 8,
VR Sheet - Indiv |

]

Select/Record Tranee 10
be Used in Evaltuation
{Secuon 11, Block C,
VR Sheet-Indiv |

:

Prepars Vahidanon
Recording Formis)
VA Forms}

3

Present Instructions!
Matecial to Trainee

)
|

Admimster/Record
Responses on VA Formis)

Anslyze VR Farm(s)

Record Resuls of
Evalustion

15ection 11, Block D,
IVR Sheet - Indiv.|

0
TN

Dstermine ¢ Addvtionst

Trainse 13 Needed Prior

to Aevinion ol

Instruction

L3
Additionsl Trmnea
Needed

22

u

Record Summary of
Reguired Revisions
{Secuon M,
1VR Sheet-Indsv.|

25

Rewviss Instructionat
Motenial as Necessary

%

Dbtavn Supervisor
Agproval of Revisions

2

Record Date Revisions
Campieted

[Secnon bl

VR Sheet-indr |

%

Determune «f Additional
INDIVIDUAL Vaiidation
Tuat s Needed

SR

Needed -
[

No

2
e
" Addno Yeu
Evatuation of Revisons

23

Record "No Revision —‘
Needed™

[Section 111,

VR Sheet—indw |

Go 1o
Biock

Obtain New 1VR Sheet
Indw and Comptete

Secton |

Go1n
Block

~.
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Study Guidehines tor
Vanidation Using Group
Tral Evahavonis)

Compiete Section 1 of
Instruction Validation
Recotding Sheet—Group
(VR Sheet Group

Bago GROUP Tral
Euatuatign af lngtructiun

Using Frest ‘Next Group

34
Record 1SO Persorne
Conducting Evaivanon |

iSectian 11, Block A
IVA Sheet Gipt

Select Recard Vahdeton
Method(s) te be Usedn
Evaluanion

{Secvan IF Block B
IVR Shees - Grpl

Setect’Recard Group to
be Usad 1n Evaluation
ESection (1, Block C.
IVA Sheet Grpl

Prepare Vahdation
Recording Formts)
(VR Form)

——
Pre.ent Inst scional
Marenal to Gi -up

Agministec Record

} Arspontet on VR Focrish

Lo

40

| Ansiyse VR Formisi

L
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41

Record Results ot
Evatuation
(Sectson 11, Biock D

Sheet Dip

tWR Shoet Gip!

Oetermine it Additungl
GRAQUP s Needea Prior
10 Revision of
Instiucton

L —
43
- -
s ves ; Gote
Asditonal Geouy Bluck
~ Needed e 13
o
No
L1}

Rewision ot

tnstruttional Materat

Requires
»

"G_J
Record Summary ot

Required Revimans
{Sectian Hi,
IVA Sheet Grol

Revard “No Revisan
Needed”
iSecvon U1,

VR Sheet Grp)

4

Revise Instructiongl
Maternal as Necessary

43

Obtain Supervisar
Apptoval of Revisions

49

Record Date Revisions
Completed

[Sectian W1

IVR Sheet Gepl

Detarmune ot Addiianat
Group Vahdaton Tral
s Neuded

L

[
Additiona
Group Evatuation ot

L VH Sheers
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